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locomotor  ataxia;  cancer;  Biight'e  disease;  dia1)etea,  or  ia  otberwiee  physically  dis- 
qualified for  the  service  wliich  he  seeks- 

(<j)  That  he  ie  addicted  to  the  habitual  use  oC  intoxicating  beverages  to  excess. 

fe)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
pennission  tor  his  examinatioo  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.    Written  permiasion  must  be  filed  with  the  formal  application . 

(J)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  again  deairea  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(j)  That  he  has  been  dismissed  from  the  Federal  service  for  delinquency  or  miscon- 
dnct  within  one  year  preceding  the  date  of  his  application.  Whether  ornot  an  appli- 
cation will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismisaed  from 
the  service  rests  with  the  Commission,  and  each  case  of  this  character  will  be  con- 
sidered on  its  individual  merits. 

(A)  That  he  has  failed  after  probatioD  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of 
his  probationary  service.     (See  sec.  196. } 

(i)  That  he  has  made  a  false  statement  in  his  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  hie  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

(j)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  service 
of  the  United  States. 

DEAF-MUTES. 

9.  The  President  on  April  T,  1909,  issued  the  following  order  in  regard  to  the 
admfeeion  of  deaf-mutes  to  civil-eervice  examinations: 

Deaf-miiUa  mny  be  admltwd  to  examlnatloiia  lor  all  placet  In  the  elusUed  civil  service  or  tbe 
CnlCed  SULtea  nhoee  duties,  In  Ihe  opinion  of  the  beads  ol  the  several  execuUve  deputmenla,  they 
niftf  be  considered  capable  of  performing,  and  each  department n 111  furnish  to  the  Civil  ServlceCom- 
mlffilon  B  list  of  buch  poBlUona,  wltlch  list  shall  aat  be  changed  without  previous  notice  to  tbe  Com- 
mission, and  )□  acconlance  wllh  which  the  CommlSBioD  sbejl  cerdfy  or  withhold  froni  certificatloa 
deal-mutes  as  thej'  are  reached  in  their  order. 

Form  1786,  ctrntainingalistof  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  request.  ■ 

PREFERENCE  IN  APPOINTMENT. 

10.  Section  1754  of  the  Revised  Statutes  provides  that  persons  honorably  dis- 
charged from  the  military  or  naval  service  by  reason  of  ditabUity  resulting  from  vxnmdt 
received  or  gicknese  incurred  in  the  line  of  duty  shall  be  preferred  for  appointmente  to 
the  civil  offices,  provided  they  are  fotmd  to  possess  the  business  capacity  necessary 
for  (ke  proper  dJachai^  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  theCommission  has  the  following  advantages:  (a)  He  is  released  from 
all  age  limitetions;  (6)  he  has  to  attain  an  average  percentage  of  only  65  tobeeligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  atteined  an 
average  percentage  of  65,  his  name  is  placed  upon  the  register  above,  and  is  certified 
before,  those  of  persons  who  have  not  been  allowed  preference;  and  (dj  he  is  released 
from  the  law  and  rules  relating  te  apportionment  of  appointments.  (Appoint- 
ments outside  of  Waahingten,  D.  C.,  are  not  apportioned.)  If  on  the  same  n^ister 
the  names  of  more  than  one  preference  claimant  appear,  the  name  of  the  claimant 
havingthehigheet  average  percentage  will,  of  course,  head  the  list.  Persona  entitled 
to  preference  under  this  section  are  not  released  from  any  requirement  as  to  physical 
condition  or  from  any  other  reqairement  of  the  examination  for  which  application 
is  made,  except  those  speciflcally  mentioned  above.    Preference  under  this  section 
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does  not  apply  to  promotion  exuninatioiis  or  to  examinatioiii  for  the  PhilippiBe 
Service.  Previous  employment  in  the  QoTeminent  aemce  does  not  eotitJe  ta 
eligible  to  preference  in  appointment 

GENERAL  INFORMATION. 

11.  A  person  holding  a  clastdfled  poeition  will  not  be  permitted  to  compete  in  an 
examination  of  tlie  same  kind  as  that  i^ven  for  the  position  occupied  or  of  the  kind 
which  resulted  in  appointment  to  the  service  until  after  three  years  from  the  date  of 
appointment,  with  the  following  exceptions: 

(a)  The  three-year  limitation  shall  not  apply  to  any  pereon  who  has  been 
appointed  and  who  desires  to  be  examined  for  the  same  position  in  another  of  the 
foDT  branches  of  the  service  (Departmental,  Field,  Philippine,  and  Isthmian  Canal). 

(A)  The  three-year  limitation  shall  not  apply  to  any  person  who  is  to  be  dismissed 
from  the  service  within  the  three  yeara  on  account  of  necessary  reduction  of  force, 
or  whose  services  will  cease  with  those  of  the  officer  by  whom  he  was  commisaioned, 
and  who  has  not  been  examined  within  approximately  one  year  from  the  date  of  the 
examination  to  which  such  person  seeks  entrance. 

(c)  Thetbree-yearlimitationshallnotapply  to  any  person  who  has  beenappointed 
from  the  typewriter  examination  and  who  dedree  to  take  the  stenographer  examina- 
tion or  the  stenographer  and  typewriter  examination  for  the  same  branch  of  the 
service.  In  case  such  person  paesee  the  steuographei  and  typewriter  examination 
his  name  will  not  be  entered  upon  the  typewriter  register. 

{d)  Thethreeyearlimitationshallnotapply  to  any  person  who  has  been  appointed 
from  thestenc^rapher  examination  and  who  desires  to  take  the  typewriter  examina- 
tion or  the  stenographer  and  typewriter  examination  for  the  same  branch  of  the 
service.  In  case  such  person  passes  the  stenographer  and  typewriter  examination 
his  name  will  not  be  entered  apon  the  stent^rapher  register. 

12.  It  is  not  necessary  for  a  person  to  resign  a  Government  position  in  order  to  tate 
an  examination  for  a  position  of  a  kind  different  from  that  occupied  and  of  a  kind 
diSerent  from  that  which  resulted  in  appointment  to  the  service. 

13.  A  person  who  passes  in  an  examination  will  not  be  allowed  reexamination 
for  the  same  position,  or  for  any  position  covered  by  the  same  examination,  until 
approximately  one  year  after  the  date  of  the  former  examination,  whether  or  not 
the  competitor  has  been  three  times  certified.  This  does  not  apply  to  «  person  who 
has  been  examined  for  the  Departmental,  Isthmian  Canal,  or  Philippine  Service  and 
who  desires  examination  for  the  Field  Service,  or  vice  versa.  A  person  who  has 
been  notified  of  failure  to  pass  in  an  examination  may,  upon  filing  a  new  applica- 
tion in  due  time,  enter  the  next  examination  when  held.  Reexamination  for  rea- 
sons other  than  those  named  above  will  be  granted  only  in  very  exceptional  cases, 
in  which  injustice  has  for  any  reason  been  done  or  suffered,  and  in  such  cases  the 
request  for  reexamination  must  be  accompanied  by  a  sworn  statement  of  the  alleged 
facts  upon  which  it  is  based,  A  simple  statement  that  the  applicant  did  not  do  him- 
self justice  will  not  be  regarded  as  sufficient  ground  for  allowing  a  reexamination. 
An  applicant  who  is  sick  or  who  is  recovering  from  sickness  when  he  enters  an  exam- 
ination, or  who  is  taken  sick  during  an  examination,  must  abide  by  the  result  of  his 
examination,  whether  or  not  he  states  in  his  declaration  sheet  that  he  is  physically 
unable  to  do  himself  justice.  In  case  of  reexamination  all  subjects  of  the  examina- 
tion must  be  taken, 

14.  Many  applicautsfailtoexecute  their  applications  properly  or  fail  in  the  exam- 
inations, not  because  of  a  lack  of  knowledge,  but  through  haste  and  carelessness  in 
reading  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  exercised  to  comply  with  every  requirement.  In 
the  examinations,  while  competitors  must  complete  thdr  work  within  a  prescribed 
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period,  the  time  allowed  U  ample  for  the  careful  considerBtion  of  ever^r  qneetioa 

10.  Under  BecUon  S8  of  the  diminal  Code  of  the  ITiilted  Slates  any  false  statement 
In  an  application,  alteration  of  a  vonohei  oi  certlfloate,  oi  the  presentation  to  the  Com- 
mlEston  of  a  paper  contalnlns  such  false  statement  or  alteration,  is  a  violation  of  (he 
law.  A  number  ol  peraons  Eoiitr  under  the  statute  mentioned  have  been  convicted. 
Tne  United  States  Supreme  Court  has  held  that  it  Is  not  essentl&l  to  charge  or 
prove  an  actual  financial  or  property  loss  to  make  a  case  ol  defrauding  the  United 
States  under  the  statute. 

15.  The  time  of  filing  application  sometimes  determines  the  relative  poeition  of  an 
eligible  on  the  renter,  for  the  reason  that  when  two  eligibles  have  tJie  eame  average 
the  one  whose  application  is  filed  in  complete  form  first  is  placed  on  the  register 
ahead  of  the  other. 

17.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  exam- 
ined must  be  made  in  writing  and  be  received  by  the  district  eecretary  on  or  before 
the  date  set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change  will  be 

16.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  b;  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailii^ 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

19.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, should  keep  the  district  secretary  informed  of  any  change  of  postn^ffice 
address.  Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eli^ble.  A 
request  to  have  an  address  changed  should  be  made  in  writing,  should  relate  only  to 
the  change  in  address,  and  should  indicate  the  kind  and  date  of  the  examinatiim 
taken,  and,  if  educational,  the  place  of  examination. 

20.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  tbeiraverages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  CommisMon 
to  expedite  the  rating. 

21.  The  civU-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  titat  act  no  other  member 
of  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The 
Attorney  General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
membera  of  a  family  are  in  the  public  service  in  the  grades  oovered  by  the  civil- 
service  act  the  Commission  is  authorized  and  required  to  withhold  from  certification 
the  name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are 
in  the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise 
eligible,  but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more 
members  of  his  family  are  in  the  service. 

23.  A  person  shown  by  his  application  not  to  have  more  than  one  member  of  hie 
family  employed  in  the  service,  and  who  is  therefore  apparently  eligible  for  cer- 
tification and  appointment,  may  become  ineligible  through  the  appointment  of 
other  members  of  his  family  subsequent  to  the  filing  of  his  application.  Every 
eligible  must  therefore  promptly  inform  the  Commission  when  any  additional  mem- 
bers of  his  family  are  appointed  to  the  classified  service,  and  he  is  warned  that  if  he 
Mis  to  thus  notify  the  Commission  and  there  reeolts  a  tender  of  appointment 
which  he  accepts,  bis  appointment  will  be  illegal  if  two  membeis  of  his  family  are 
then  employed  in  the  classified  service,  and  any  expeaee  incurred  in  reporting  for 
duty  or  otherwise  will  be  at  bis  own  ri^ 
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23.  When  age  KmitatiOQB  are  prescribed  in  conneddon  with  an  examination  an 
applicant  will  be  admitted  to  examination  i{  on  the  date  thereof  he  has  reached  ot 
paaeed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age.  For  example, 
when  the  period  of  eligihihty  to  examination  is  from  the  age  of  20  to  the  age  of 
40  feaiB  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached 
hie  twentieth  birthdaj,  and  he  will  not  be  admitted  to  examinalion  if  on  the  date 
thereof  he  has  reached  hie  fortieth  birthday.  (See  sec.  8(fi)-)  The  delimits  for  all 
examinations  are  waived  in  the  case  of  persons  honorably  discharged  from  the 
United  States  military  or  naval  service  bg  recuon  of  duabUitf/  nmilting  from  woundi 
received  or  mckmem  inearred  in  the  line  of  doty. 

24.  The  CommisBion  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

25.  If  the  needs  of  the  service  make  snch  actiim  desirable,  the  Oommission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

26.  All  apphcants  most  make  oath  in  their  applications  to  their  United  States 
dtiz^iship  or  allegiance.  In  the  ease  of  a  fore^-bom  citizen,  dtizenship  must  he 
fnlly  proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  appUcuit's  identity  by  submitting  the  affidavits  of  two  disinterested  cttl- 
aens  to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate 

(6)  If  naturalbed  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affi- 
davits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 
person  so  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisbctory  evidence  of 
marriage,  accompanied  by  the  final  naturoUxation  certificate  of  the  husband,  must 
be  submitted. 

(d)  If  naturalized  by  marri^ie  to  a  native  American  citiaen,  the  marriage  certifi- 
cate must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens 
that  the  hnsl^and  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 
native  citizen.  Such  aCMavits  should,  if  possible,  show  place  and  date  of  the  hus- 
band's birth. 

(f)  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  most  furnish  affidavits  of  two  disinterested  citi- 
zens to  the  facts  as  claimed.  If  the  parents  aT«  natuialized  citizens,  their  citizenship 
must  be  proved  as  in  (A)  above. 

(J)  If  the  applicant  has  been  honorably  discharged  from  the  Regular  or  Volunteer 
Army  of  tbe  United  States,  and  has  resided  at  least  one  year  in  the  United  States,  he 
may  be  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as  pro- 
vided by  section  2166,  Hevised  Statutes. 

{g)  If  the  applicant  has  been  honorably  disijiai^ed  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corps  after 
one  enlistment,  he  may  be  admitted  to  dtizenship  upon  filii^  petition  with  the 
proper  court,  as  provided  by  28  Statutes  at  Laige,  page  124. 
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27.  An  application  from  a  forelgii-boni  person  claiming  dtizenship,  bnt  ffulinf;  to 
furnish  the  required  proof,  wilt  be  canceled.  A  declaration  of  int«ntion  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  natiiralization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  iemied  them,  or,  if  the  records  of  the  court  are  Aeetroyed,  a  new  eertiflcata 
should  be  obtained. 

28.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination  it  is  not  necessary  to  file  such  proof  with 
a  subsequent  application,  but  he  should  state  in  snch  application  the  kind,  date,  and 
place  of  examination  in  connection  with  which  hehaafiimiBhed  protrf  of  citizenship. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

29.  The  Commission  has  no  connection  with  any  civil-serrice  echool  or  institute 
doing  businees  by  correepondence  or  otherwise,  and  has  no  informatioD  to  furnish  in 
regard  to  aach.  Bepreeentatives  of  sdiools  are  not  permitted  to  inspect  the  exami- 
nation papers  of  competitors.  Authentic  information  in  regard  to  examinations  may 
he  obtained  only  from  the  United  States  Civil  Service  Commiarion  or  the  distriet 
secretary,  and  without  cost  The  Commiswon  is  in  no  way  responsible  (or  any  state- 
ments coatiuned  in  the  advertisements  of  such  schools. 


FIRST,  SECOND,  AND  THIRD  ORADE  EXAMINATIONS. 

30.  For  poeilionB  in  field  branches  of  the  service  which  require  mental  tests,  bnt 
do  not  require  technical  qnallflcationB,  esaoiinalions  of  three  grades  or  degrees  of 
difficnlty  are  held,  namely; 

First-grade,  or  clerical. 

Second-grade,  or  minor  clerical. 

Third-grade,  or  subclerical. 
SI.  Ellglbles  on  tbe  flrst  and  third  grade  register*  will  be  oertliled  for  lUlng  vacan- 
oles  as  they  may  occnr  In  any  branch  of  the  Held  Service  in  positions  covered  l^  the 
grade  of  examlnatliM  they  have  passed.  (See  regulatkinsgoveniliigcertifleBtiaaB,  sees. 
1S2  to  1B6. )  Applicants  for  the  flral  and  third  grade  ezamlnatlDiis  should  thenfore 
apply  lot  "  all  services  "  in  their  applications,  nulaBS  there  are  one  oi  more  servloes  la 
which  they  will  not  accept  appointment.  In  tUs  event  they  sbonld  specifioally  eonmei- 
ate  in  their  applications  the  services  in  whiota  apfolntment  is  NOT  deited  in  erder 
that  their  names  may  not  be  certifled  for  fliose  seirlces.  The  second-grade  ezamlna- 
tionls  given  for  the  positions  of  clerk  and  carrier  in  the  Fost-Offloe  Service,  and 
seldom  tor  any  other  positions. 

32.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  desired  mnat  be  made  in  writing ;  otherwise  no  change  will  be  made, 

33.  A  peison  may  not  be  examined  for  more  than  one  gisde  of  positions  on  the 
same  date  or  during  the  same  series  of  examinations. 

34.  Arequest  for  a  change  in  the  grade  of  examination  desired  by  an  applicant  must 
be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the  date  set 
for  the  close  of  the  receipt  of  applications;  otherwise  no  chai^^e  will  be  made. 

THB  FIRST- GBADB,  OB  CIiBBICAZi,  BXAMIKATIOK. 

(Fordeecription  of  examination,  sample  qnestions,  etc,  seep.  29.) 

36.  The  minimum  age  limit  for  admission  to  this  examination  is  18  years,  then 

being  no  maximum  age  limit;  bnt  no  person  under  21  yean  of  age  on  the  day  of 

examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper,  gauger, 

or  storekeeper-gauger  in  the  Internal-Revenue  Service;  and  no  person  under  21  or 

[lltb  Dut.] 


more  than  43  years  of  age  on  the  day  of  examination  will  be  eligible  for  appointment 
as  day  inspector  or  assistant  wether  in  the  Cuatomfl  Service,  or  to  any  position  in 
that  Berviee  whose  duties  are  partly  those  of  inspector.     (See  sec.  68.) 

36.  Application  Form  1371  is  required. 

37.  This  examination  is  given  tor  the  positions  ol  day  inspector,  assistant  weigher, 
clerk,  inspectress,  etorekeeper  (claaeed  as  clerk),  cashier,  and  deputy  collector,  in 
the  Customa  Service  (see  sec.  68);  clerk,  office  deputy  collector,  division  deputy  col 
lector,  ganger,  storekeeper,  and  atorekeeper-gauger  in  the  Internal-Revenue  Serv: 
the  poaition  of  office  deputy  United  States  oiarebal;  clerical  positiona  in  the  Pugel 
Sound  Navy  Yard  and  other  naval  establishments,  in  the  Engineer  Department 
Lai^,  and  in  the  Immigration,  L%hthouse,  Indian,  and  Steamboat-Inspection  Serv- 
ices; and  clerical  positions  requiring  similar  qualifications  in  other  field  branches. 
Peisons  desiring  examination  for  any  of  theae  positions  ehonld  apply  for  the  "first- 
grade,  or  clerical,"  examination. 

38.  This  examination  will  be  held  annually 
the  following-named  places,  except,  where  the. 

to  meet  the  needs  of  the  8« 
itil  the  next  year: 

Montana — Contd. 

Milea  City. 

Missoula. 
Oregon: 

Albany. 

Astoria. 

Baker  City. 

Eugene. 

Grants  Pass. 

1*  Grande. 

Marshfleld. 

Pendleten. 

Portland. 

The  Dallea. 
Washington; 

Aberdeen. 

Bellingbam. 

Central  ia. 


may  be  postponed  u 

Coeur  d'Alene. 
Idaho  Falls. 
Lewiston. 
Moscow. 
Pocatello. 
Bandpoint. 
Wallace. 
Montana: 
Billings. 


1  the  first  Saturday  in  February  at 
imber  of  eligibles  on  the  roister  in 
rice,  the  examination  for  that  place 

Waahington— Contd. 
Everett 
North  Yakima. 
Port  Town  send. 
Pullman. 
Seattle. 
Spokane. 
Tacoma. 
Vancouver. 
Walla  Walla. 


Butte. 
Great  Falls. 
Helena. 
Kalispelt. 

Lewistown. 
Livingston. 


Wyoming: 
Cheyenne. 
Laramie. 
Rock  Springs. 
Sheridan. 


39.  Application  blanks  may  be  aecured  between  the  let  of  October  and  the  Sd  of 
January,  either  from  the  local  secretaries  at  the  poat  offices  or  customhouses  in  the 
cities  named  (except  Seattle,  Wash. )  or  from  the  Secretary,  Eleventh  Civil-Service 
District,  Seattle,  Wash.  To  receive  consideration  Eorthe  February  examination  appli- 
cations muat  be  filed  with  the  district  secretary  at  Seattle  not  later  than  the  hour  . 
of  closing  business  on  January  2.  Appiicationa  received  after  the  time  specified  will 
not  be  accepted. 

40.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exam- 
inationB  at  any  of  the  places  Darned  in  section  33  or  other  places  on  dates  other  than 
that  of  the  annual  examination  in  February,  due  announcement  of  auch  extra 
examinations  will  be  made. 

41.  A  person  who  has  passed  the  first-grade  examination  for  the  Field  Service  may 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  date  of  the  examination  he  haa  passed,  even  thongti  be  desires  to  enter  the 
examination  in  another  city.  (See  see.  8  (r),)  A  person  who  iails  in  the  examina- 
tion may  take  the  next  examination,  regardless  of  the  time  intervening. 

[lltb  DlBt.] 
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THE  SECOM1>-ORAI>S,  OR  HnCOB  CIiBBICAXi,  BXAMINAXIOM'. 

(For  description  of  examination,  gam  pie  questions,  etc.,  see  pp.  29  and  31.) 

42.  Thia  examination  ia  given  lor  the  poaitions  of  clerk,  and  carrier  for  city  deliv- 
ery, in  the  Poat-Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Poat'Offlce  Service,  including  datea  and 
places  of  examinatioDS,  will  be  found  in  sections  76  to  102,  incloaive. 

43.  Should  Tacancies  occur  in  minor  clerical  positions  in  field  braaches  of  services 
otherthan  the  Post-Office,  they  will  be  filled  byesaminationconsistingof  theaecond- 
gnide  Bubjecta  as  shown  on  p^e  29,  omitting  the  test  in  reading  addresses,  and 
with  the  addition  of  such  other  teats  as  may  be  deemed  necessary.  Such  esamina- 
tJons  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced. 

THB  THIRD -ORADE,  OB  StTBCIiEBICAI.,  EXA.MINA'TION. 

(For  description  of  esamination,  sample  questions,  etc.,  see  pp.  29  and  33.) 

44.  The  minimum  age  limit  for  this  examination  ia  18  years;  there  ia  no  maxi- 
mum ^;e  limit.    This  does  not  apply  to  the  Custodian  Service.     (See  sec.  106. ) 

45.  Application  and  examination  Form  1371  (iaaue  of  December  1611,  or  later), 
including  the  medical  certificate,  ia  required 

46.  This  examination  is  given  tor  the  positions  of  night  inapector  in  the  Cuatoma 
Service,  and  for  messenger,  watchman,  classified  laborer,  skilled  laborer,  and  posi- 
tions reqairing  similar  qualifications  in  the  service  named  and  other  field  branches. 
Specific  information  concerning  examinations  tor  the  positions  of  elevator  conductor 
and  messenger  boy  will  be  found  in  sections  156  to  165.  Persons  desiring  to  become 
eligible  for  appointment  to  any  of  these  positions,  except  elevator  conductor  and 
messenger  boy,  should  apply  for  the  "third-grade,  or  aubclencal,"  examination. 

47.  Theterm  "skilled  laborer,"  or  "classified  laborer,"  aahere  used  is  not  intended 
to  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  skilled 
labor,  In  the  present  meaning,  a  skilled  laborer  ia  one  whose  duties  are  general.or 
miacellaneous,  below  the  clerical  and  minor  clerical  grades,  and  above  the  grade  ot 
mere  manual  laborer. 

■  46.  The  third-grade  examination  will  be  held  annually  on  the  first  Saturday  in 
Febroary  at  the  places  named  in  section  38,  except,  where  the  number  of  eligihles 
on  the  register  in  any  case  ia  sufficient  to  meet  the  needa  of  the  aervice,  the  exam- 
ination for  that  place  may  t>e  postponed  until  the  next  year. 

49.  Application  blanks  may  be  secured  between  the  Ist  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  in  the  cities  named  (except  Seattle,  Wash.) 
or  from  the  Secretary,  Eleventh  Civil-Kervice  District,  Seattle,  Wash.  To  receive 
consideration  for  the  February  examination,  applications  muat  be  filed  with  the  dis- 
trict aecretary  at  Seattle  not  later  than  the  hour  of  closing  business  on  January  2. 
Applications  received  after  the  time  specified  will  not  be  accepted. 

50.  Women  will  not  be  admitted  to  the  uinnal  third-grade  examination.  Should 
vacancies  occur  in  third-grade  poaitiona  for  which  female  eligibles  are  desired,  exam- 
inations will  be  duly  announced. 

51.  Should  it  become  neceeaary,  to  meet  the  needs  of  the  aervice,  to  hold  exam- 
inations at  any  of  the  places  named  in  section  3S  or  other  placea  on  dates  other  than 
that  of  the  annual  examination,  due  annonncemeot  of  such  extra  examinationa  will 
be  made. 

52.  A  person  who  has  passed  the  third-grade  examination  for  the  Field  Service  may 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  dat«  of  the  examinatioa  he  haa  paaeed,  even  though  he  desires  to  enter  the 
examination  in  another  dty.  (See  sec.  8(/).)  A  person  who  fails  in  the  examina- 
tion may  take  the  next  examination,  r^nardless  of  the  time  intervening. 
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53.  Applicants  for  the  tbiid>grade,  or  aubclerical,  exsminatioa  mnet  be  able-bodied 
and  piiysically  capable  of  pertormii^  manual  labor. 

54.  Male  applicants  for  the  third-grade,  or  eubclerical,  examination,  upon  their 
request  at  the  time  of  takii^  the  mental  examination,  may  take  the  stren^h  test 
■which  is  given  to  applicants  tor  the  position  of  unskilled  laborer,  and  which  cooBists 
in  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  teiit  in  addi- 
tion to  the  snbclerical  examination,  it  will  be  noted  on  the  skilled  laborer  roister  as 
in  the  nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from 
the  third-grade  register-of  those  persona  capable  of  performing  heavy  manual  labor 
connected  with  a  subclericai  position,  certification  will  be  made  from  the  skilled 
laborer  register  of  eligibles  nrho  have  also  passed  the  strength  test. 

INTERNAL- REVEXTJE  SERVICE. 

55.  The  first-grade,  or  clerical,  examination  is  given  tor  positions  in  this  service  ae 
follows;  Clerk,  oflice  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper-ganger. 

56.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  r^fisters  established  as  a  result  of  the  tbird-grade,  or 
snbclerical,  examination. 

57.  AppUeante  for  firtt  or  third  grade  examituUwng  thmUd  not  apply  for  rpecific  poH- 
iiont.    (.See  seo.  SO,  SI,  S7,  and  4e.) 

68.  Persons  who  pass  the  examination  held  at  the  following-named  places  will 
be  eligible  for  appointment  in  the  Internal-Revenue  Service  in  the  internal-revenue 
district  in  which  such  places  are  located,  as  indicated  in  the  following: 

The  Internal- Revenue  District  of  Montana,  including  the  States  of  Idaho  and 
Montana: ' 

Billings,  Mont.  Helena,  Mont.  Miles  City,  Mont 

Boise,  Idaho.  Idaho  Falls,  Idaho.  Missoula,  Mont. 

Bozeman,  Mont.  Kalispell,  Mont.  Moscow,  Idaho. 

Bntte,  Mont.  Lewieton,  Idaho.  Pocatello,  Idaho. 

Coeur  d'Alene,  Idaho.  Lewistown,  Mont.  Sandpoint,  Idaho. 

Grreat  Falls,  Mont.  Livingston,  Mont.  Wallace,  Idaho. 

The  Internal-Revenue  District  of  Oregon,  including  tiie  State  of  Oregon: 
Albany,  Oreg.  Grants  Pass,  Or^.  Portland,  Oreg.  (headquar- 

Astoria,  Oreg.  La  Grande,  Oreg.  ters). 

Baker  City,  Or^.  Marshfleld,  Oreg.  The  Dalles,  Oreg. 

Eugene,  Oreg,  Pendleton,  Oreg. 

The  Intemal-Revenne  District  of  Washington,  including  the  State  of  Washington: 
Atwrdeen,  Wash.  Port  Townsend,  Wash.  Vanconver,  Wash. 

Bellingham,  Wash.  Pullman,  Wash.  Walla  Watla,  Wash. 

Centralia,  Wash.  Seattle,  Wash.  Wenatchee,  Wash. 

Evarett,  Wash.  Spokane,  Wash. 

North  Yakima,  Wash.  Taccma,  Wash,  (head- 

quartere). 

The  State  of  Wyoming:" 
Cheyenne,  Wyo.  Rock  Springs,  Wyo.  Sheridan,  Wyo. 

Ijjamie,  Wyo. 

'Thelntemal-RBvenne  District  of  Montana  (headquarters  at  Salt  Lake  City,  Utah)  alsotncludee 
the  Btete  of  Utah,  which  is  in  theTwclflh  CiTll-Servlce  Diatrict.  Persons  passing  the  eiamlnation  at 
any  of  the  places  named  In  Idaho  and  Montana  will  be  eligible  for  appointment  to  positions  In  the 
Intemal-Revenne  Service  in  Utah,  as  well  as  In  Idaho  and  Montana. 

>The  Slate  of  Wyoming  Is  in  the  Internal-RevenueDistrictofColondo,  which  consietiot  the  States 
of  Colorado  and  Wyoming,  with  headquarters  at  Denver,  Colo,  Colorado  la  In  the  Twelfth  Clvil- 
Bervlce  District.  Persons  pas^ng  the  examlnaUon  at  the  places  named  in  Wyoming  will  be  eligible 
for  appointment  to  posltlaus  In  the  Inlemal-BeTenue  Service  In  Colorado,  as  well  as  la  Wyomtng. 
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59.  Btorekeepera  and  gsugere  whose  compensatioii  does  not  exceed  $3  per  diem 
when  actuallj'  employed,  and  whose  ^gr^ate  coropeneation  does  not  exceed  $500 
per  annum,  are  Qot  subject  to  competitive  esatuintitioa. 

60.  The  minimum  age  limits  for  examinations  Sot  this  service  are  as  follows: 
Deputy  collector,  etoreheeper,  gauger,  and  storekeepep-gauger,  21  years;  other  poei- 
tdons,  18  years.     There  are  no  maximum  limits. 

61.  For  description  of  first  and  third  grade  examinations,  eee  pages  29  and  33;  for 
date  of  examinations,  see  sectioas  38  and  48.  Information  concerning  stenographer 
and  typewriter  examinations  is  given  in  sections  137  to  145.  For  additional  informa- 
ation  concerning  certification  and  eUgibility,  see  sections  182  to  196. 

CUSTOMS  SEKVICE. 

62.  The  Eleventh  Civil-Service  District  embraces  fonr  entire  customs  districts  and 
part  of  another,  described  as  follows: 

The  district  of  Or^on,  including  all  of  the  State  of  Oregon,  with  district  head- 
quarters at  Portland,  in  which  Portland,  Astoria,  Newport,  and  Empire  are  porta  of 

The  district  of  Waahii^ton,  including  all  of  the  State  of  Washington,  with  district 
headquarters  at  Seattle,  in  which  Seattle,  Port  Townsend,  Aberdeen,  Aoacortes, 
Bellingham,  Blaine,  Chopaka,  Danville,  Everett,  Ferry,  Friday  Harbor,  Ijinrier, 
Molson,  Northport,  Port  Angeles,  Soche  Harbor,  South  Bend,  Spokane,  Sumaa.and 
Taeoma  are  ports  of  entry. 

The  district  of  Montana  and  Idaho,  including  all  of  the  States  of  Montana  and 
Idaho,  with  district  headquarters  at  Great  Falls,  Mont,  in  which  Great  Falls,  East- 
port;,  Port  Hill,  Plentywood,  Sweetgrass,  and  Gateway  are  ports  of  entry. 

The  district  of  Alaska,  including  all  of  the  Territory  of  Alaska,  with  headquarters 
at  Jnneau,  at  which  Jimean,  Eagle,  Ketohikan,  Cordova,  Suker,  dt.  Michael, 
Skagway,  Unalaska,  Wrangell,  Fortymile,  Fairbanks,  and  Nome  are  ports  of  entry. 

The  State  of  Wyoming  is  in  the  customs  district  of  Omaha,  which  also  includes 
the  State  of  Nebraska  in  the  Eighth  Civil-Service  District,  The  ports  of  entry  are 
Omaha  and  Lincoln,  Nebr.     (See  sec.  187.) 

63.  Certifications  for  filling  vacancies  in  the  Customs  Service  are  made  in  accord- 
ance with  the  regulation  shown  in  section  187.  The  places  of  examination  in  the 
separate  customs  districts,  at  which  first  and  third  grade  examinations  are  held 
annually,  as  provided  in  sections  38  and  48,  are  as  follows: 

The  district  of  Ort^n: 
Albany,  Dreg.  Granta  Pass,  Greg.  Portland,  Oreg. 

Astoria,  Or^.  Ia  Grande,  Ur%.  The  Dallee,  Orc^, 

Baker  City,  Or^.  Marshfield,  Or^. 

Eugene,  Oreg.  Pendleton,  Oreg. 

The  district  of  Washington: 


Aberdeen,  Wash. 
Bellingham,  Wash. 
Centralia,  Wash. 
Everett,  Wash. 
North  Yakima,  Wash. 


The  district  of  Montana  and  Idaho: 


Port  Townsend,  Wash. 
Pulhnan,  Wash. 
Seattle,  Wash. 
Spokane,  Wash. 
Tacoma,  Wash. 


Billii^A  Mont. 
Boise,  Idaho. 
Bozeman,  Mont. 
Butte,  Mont. 
Cceur  d'Alene,  Idaho. 
Great  Falls,  Mont 
[ilth  Distl 


Helena,  Mont 
Idaho  Falls,  Idaho. 
Kalispell,  Mont. 
Lewiston,  Idaho. 
Lewistown,  Mont 
Livingston,  Mcmt 


Vancouver,  Wash. 
Waila  Walla,  Wash, 
Wenatchee,  Wash. 


Miles  City,  Mont. 
Missoula,  Mont. 
Moscow,  Idaho. 
Pocatello,  Idaho. 
Sand  point,  Idaho. 
Wallace,  Idaho. 
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lufonn&tion  relative  to  the  district  of  Alaaka  will  be  tonnd  in  eectuiii  302> 
There  are  no  ports  of  entry  for  the  Cuetoma  Service  in  Wyoming. 

64.  The  firet^irade,  or  clerical,  esuuin&tion  is  ^ven  for  positioiu  in  this  service 
as  follows:  Assistant  weigher,  day  inspector,  clerk,  oashier,  inspectress,  storekeeper 
(classed  as  clerk),  and  deputy  collector.     (See  sec.  6S.) 

65.  There  are  no  positions  in  the  Costoms  Service  in  the  Eleventh  Clvit-Service 
District  which  are  filled  through  the  seoond-grade,  or  minor  clerical,  examinatjon. 

G6.  The  third-grade,  or  subderical,  examination  is  given  for  the  podtiona  of  night 
inspector,  messenger,  watchman,  and  clasEified  laborer.  Persons  under  5  feet  7 
inches  in  h«gbt  are  not  eUgihle  for  the  position  of  watchman  in  this  service. 

67.  Applicanti  /or  first  or  Ihird  grade  txammoiioni  thovM  not  apply  for  specific  pom- 
(ioiu.     (See  Mc(.  so,  Si,  S7,  and  48.) 

6S.  The  poeitiane  of  assistant  weigher  and  day  iospeotor  in  the  customs  districts  of 
Or^on  and  Washington  usually  are  filled  hy  promotion  or  transfer.  No  person 
may  be  appointed  or  promoted  to  the  position  of  aanstant  weigher  or  that  of  day 
inspector  in  the  districts  of  Oregon  and  Washington  who  is  less  than  21  or  more 
than  45  yesTH  of  age,  who  is  less  than  5  feet  6  inches  in  height  without  shoes,  or 
who  is  not  in  sound  physical  condition,  sa  shown  by  the  exmoinatJon  of  a  physician 
dee^natcd  by  the  Commission.  Special  r^;ulatia&s  are  in  effect  governing  certifica- 
tion and  appointtnent  to  the  positions  of  assistant  wagher  and  day  inspector,  and 
promotions  and  transfers  in  the  CustomB  Service,  in  the  diatriote  of  Oregon  and 
Washington.  A  copy  of  these  regulations  (Form  1566)  will  be  fnrnished  to  those 
interested  upon  application  to  the  district  secretary  at  Seattle. 

69.  Examinations  for  the  positionB  of  mounted  inspector,  chief  or  special  deputy 
collector,  and  examiner  are  held  only  when  eligiblee  $I9  needed,  and  are  duly 
announced. 

70.  The  examination  for  the  position  of  opener  and  packer  coDsists  of  the  third- 
grade,  or  snbclerical,  subjects,  with  a  weight  of  40  per  cent  (see  p.  29);  training  and 
experience,  60  per  cent.  Credit  will  be  given  for  experience  in  opening  and  packing 
general  merchandise.  Applicants  must  state  fully  in  their  applications  the  class  or 
classes  of  goods  they  hare  opened  and  packed;  as  books,  dry  goods,  clothing,  fruit, 
groceries,  glassware,  etc.  They  should  also  give  the  names  and  addresses  of  employ' 
ers,  the  kind  of  business  in  which  each  employer  was  engaged,  and  the  length  of 
time  employed  in  packing  each  class  of  goods.  Application  and  examination 
Form  1371  (issue  of  December,  1911,  or  later),  including  the  medical  certificate,  is 
required.  This  examinatien  will  be  held  only  when  eligibles  ore  needed,  and  due 
announcement  of  examinations  will  be  made. 

71.  When  examinations  for  opener  and  packer  and  for  other  snbclerical  positions 
are  announced  to  be  held  at  any  place  at  the  same  lime,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  for  the  subclerical 
positions  named  in  section  46  will  be  required  to  take  but  one  examination,  but 
must  file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  another 
for  the  other  snbclerical  positions.  One  of  these  applications  must  be  duly  executed; 
the  other  may  be  a  copy  of  the  first  in  the  handwriting  of  the  applicant  The  copy 
must  be  complete  in  every  particular,  including  the  jurat,  vouchers,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  must  be  accompanied  by  a 
statement  showing  the  kind,  date,  and  place  of  the  examination  for  which  the 
original  is  filed.  The  copy  must  be  filed  with  the  original;  it  can  not  be  made  after 
the  original  has  been  filed. 

72.  For  most  positions  of  boatman  a  noneducational  examination  is  given,  A  few 
snch  positions  require  also  a  mental  teet,  and  in  such  cases  the  examination  will 
conHistof  the  educational  subjects  of  the  third-grade,  or  subderical,  examination, 
with  a  weight  of  20  per  cent  (see  p.  29);  training  and  experience,  60  per  cent;  aod 
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phyeical  ability,  30  per  cent.  When  no  mental  t^st  is  reqnired,  the  examination 
will  ronsiet  of  the  subjects  of  training  and  experience,  and  phyeical  ability.  For 
the  noneducational  examination,  application  and  examinfttion  Form  1800  is  re- 
quired; for  the  educational  examination,  application  and  examination  Form  1371 
(issue  of  December,  1911,  or  later),  including  the  medical  certificate,  is  required. 
Thieexamination  will  be  held  only  when  eligibles are  needed,  and  d«e  announcement 
of  examinations  will  be  made. 

73.  In  the  Customs  Service  women  are.  unless  otherwise  specified,  eligible  for 
appointment  to  the  following- named  positions  only:  Deputy  collector,  clerk, 
litenogTapher  and  typewriter,  inspectrese,  and  cashier. 

74.  The  i^  limits  for  examinations  for  the  Cnstoms  Service  are  as  follows: 
Weigher,  assistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  those  of  inspector,  minimum  21,  masimum  45  years;  other  educational 
examinations,  minimum  18  years,  no  maximum;  noneducational  examination,  min- 
imum 20  years,  no  maximum.     (See  sees.  23  and  66.) 

75.  For  deecription  oE  first  and  third  grade  examinationa,  see  pages  20  and  33. 
Information  concerning  stenographer  and  typewriter  examinations  is  given  is 
sections  137  to  145.  Additional  information  relative  to  noneducational  examina- 
tions will  be  found  in  sections  167  to  178.  The  position  of  unskilled  lab'irer  in  cities 
where  labor  regulations  ai<e  in  force  is  filled  as  a  result  of  physical  examination,  as 
described  in  sections  179  to  181.  For  further  information  relative  to  certificationand 
eligibility,  see  sections  182  to  l^B. 

POST-OFFICE  SERVICE. 

76.  For  the  positione  of  clerk,  and  canier  for  city  delivery,  the  second-grade, 
IX  minor  clerical,  examination  is  given.  (For  description  of  this  examination,  see 
pp.'29and31.) 

77.  Applicants  for  examination  for  appointment  in  the  Post-OfQce  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  sees.  89  and  90.)  Application  should  not  be 
DMde  for  the  "second-grade"  or  "minor  clerical"  examination. 

78.  Application  Form  1371  is  required.  If  the  medical  certificate  on  the  applics>- 
tion  form  isnot  executed,  andaneligiUleaverageisattained  in  the  examination,  the 
^plicant  will  be  called  upon  at  the  proper  time  to  furnish  the  certificate.  In  case 
he  defere  filing  the  medical  certificate  until  he  is  selected  for  appointment,  he  most 
assume  responsibility  for  any  disappointment  or  inconvenience  which  may  result 
from  his  being  rejected  on  account  of  physical  disqualifications. 

79.  The  age  limits  for  the  Foat-Office  Service  ate  18  and  46  yeare.  (See  sec.  23. ) 
The  age  limits  are  wMved,  however,  in  the  case  of  persona  honorably  discharged 
from  the  military  or  naval  service  hy  reoKm  of  ditcUiUity  resulting  from  wounds 
recdved  or  sickness  incnned  in  the  line  of  duty,  but  soch  persons  must  meet  the 
I^yaical  requirements  prescribed.    (See  sees.  80  and  81.) 

80.  Male  applicants  must  measure  not  lees  than  5  feet  4  inches  in  height  in  bore 
feet,  and  weigh  not  lees  than  125  ponnds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight. 

81.  Applicants  for  the  PoetrOffice  Service  are  required  to  be  physically  sonnd  and 
in  good  health.  The  Post-Ofiice  Department  has  advised  the  Commission  that  no 
peiBon  who  has  any  of  the  following-named  physical  defects  will  beappointed  to  the 
poution  of  carrier  in  the  Poet-Office  Service:  Hunchback;  defective  hearing,  sight, 
or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or  leg;  crippled 
arms  or  l^s;  flatfoot;  hernia;  coi^aital  weakness  of  the  Lbdominal  wall,  or  such 
weakness  caused  by  wound  or  operation.  These  defects  will  also  debar  s  person 
from  appointmeui.  to  the  poutioa  of  clerk  in  the  Post-Office  Service,  except  that 
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deaf-mnteB  and  persona  with  deiective  speech  or  hearing  may  be  appointed  to  the 

positions  of  mail  clerk,  distributer,  tmd  directory  and  forwardii^  clerk;  and  persons 
suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be  appointed  to  any 
position  of  clerk  the  duties  of  which  they  are  phyaically  capable  of  performing. 
Applications  of  persona  who  are  not  entitled  to  examination  on  account  of  physical 
detects  will  be  canceled.  (See  sec.  8  (c)  for  physical  defects  which  will  debar  per- 
sons from  any  examination. ) 

82.  Married  women  will  not  be  examined  for  the  Foet-Office  Service.  This  pro- 
hibition, however,  does  not  apply  to  women  who  are  divorced  or  to  those  who  are 
separated  from  their  husbands  and  support  themseWes. 

83.  Applicants  for  positions  in  the  Poet-Office  Service  most  appear  tor  examina- 
tion in  the  city  where  employment  is  desired,  and  they  will  be  eligible  for  appoint- 
ment only  in  the  ofiice  tor  which  examined. 

84.  Examinations  for  the  first-class  offices  named  below  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year,  if  the  needs  of  the  service  80 
require.  City  delivery  service  has  been  established  at  tiiese  offices,  and  their  force 
inclndes  both  clerks  and  city  carriers. 

Butl«,  Mont  Seattle,  Wash.  Tacoma,  Wash. 

Portland,  Oreg.  Spokane,  Wash. 

85.  Blank  forms  of  application  may  be  obtained  ordy  between  July  1  and  October  1, 
either  from  the  "Secretary,  Eleventh  Civil-Service  District,  Seattle,  Wash.,"  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applications 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Seattle,  Wash., 
between  July  1  and  the  close  of  business  on  October  1. 

Applicatwnt  for  the  November  examinaiionspretenttd  oi  other  times  will  not  be  accepted. 

86.  Whenever  extra  examinations  may  become  necessary,  to  meet  the  needs  of 
the  service,  due  announcement  will  be  made  of  the  dates  and  places  of  such  exami- 
nations, and  also  of  the  time  allowed  tor  the  filing  of  apphcations. 

87.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exami- 
nation for  more  than  one  fitst^zlass  post  office  tor  which  examinations  ordinarily 
are  held  annually  in  November.  This  restriction  will  not  apply,  however,  when  an 
examination  is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  rc^^ular 
annual  examination. 

86.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  he  has 
passed.  (See  sec,  s(f).)  A  person  who  fails  in  an  examination  may  take  the  next 
examination,  regardless  ot  the  time  intervening. 

89.  For  the  offices  named  in  section  84  tbe  names  of  male  eligiblee  are  entered 
upon  only  one  re^ster — namely,  the  "clerk"  or  the  "carrier"  register — and  male 
applicants  for  those  offices  muit  indicaU  in  tfieir  appluxitiotu  whether  they  desire  the 
position  of  "derk"  or  ot  "carrier."  A  request  for  a  chaise  in  the  designation  of 
the  position  desired  by  an  applicant  most  be  made  in  writii^  and  be  received  by 
the  district  secretary  on  or  before  the  date  set  for  the  close  ot  receipt  of  applica- 
tions; otherwise  no  change  will  be  made. 

90.  For  the  offices  named  in  section  99  the  names  of  male  eligibles  are  entered 
upon  both  the  clerk  and  the  carrier  registers  and  are  certified  (considered)  in 
their  order  for  vacancies  occurring  in  either  position,  without  r^ard  to  any  choice 
expressed  by  the  eligibles. 

91.  The  postmaster  is  required  to  make  seleclJon  for  a  vacancy  from  not  more  than 
the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  uiy 
additional  vacancies  from  not  more  than  the  highest  three  remaining  which  liave 
not  been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible  must 
have  been  within  reach  for  three  separate  vacancies  id  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  podtton. 
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92.  When  an  eltgible's  name  is  borne  on  both  the  clerk  and  carrier  r^isteni  and 
has  been  three  times  nertified  (coneldered)  for  one  of  the  two  positions,  but  not 
selected,  bis  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  register  for  the  other  position  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  afiect  the  eligible's  standinfc  on 
the  register  tor  the  other  position.  Appmntment  to  either  position  will  remove  the 
eligible's  name  from  the  re^;istere  for  both  positions.  For  furtbei  information  relative 
to  certification  and  eligibility,  see  sections  182  to  196. 

93.  In  the  Fost-Office  Service  appointments  are  usually  made  to  the  poeiUon  of 
eubstitnte  clerk  or  substitute  carrier.  8nb&titut«e  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occnrring  in  regular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the  reg- 
ister from  which  the  selection  was  made,  and  it  will  not  be  restored  for  consideration 
in  connection  with  appointment  to  a  regular  position  only. 

94.  Bubstitntea  are  paid  at  the  rate  of  40  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  the;  are  eligible  for  appointment  as  auxiliary  employees  and 
as  clerks  and  carriers  of  the  first  grade. 

96.  Ansiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  as  substi- 
tutes.   They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

96.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Service  are  divided  into  five  grades,  the  salaries  of  which  are  $800,  |900,  $1,000, 
(1,100,  and  (1,200  per  annum,  respectively.  Clerks  and  carriers  at  first-class  offices 
will  be  promoted  successively,  a  grade  at  a  time,  to  f  1,100,  and  clerks  and  carriers  at 
second-class  offices  will  be  promoted  in  the  same  manner  to  (1,000. 
"  97.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post^Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  lails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subseqnent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  elipble  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

98.  Any  male  clerk  in  an  ofiice  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  position  of  city  carrier,  and  any  city  carrier  is  eligible 
for  transfer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eligible 
for  transfer  to  the  position  of  rural  carrier. 

99.  Examinations  for  the  first  and  second  class  offices  named  below  will  be  held 
only  when  eligibles  are  needed,  due  announcement  of  which  will  be  made,  and 
application  blanks  will  not  be  given  out  until  the  esaminations  are  announced.  City 
delivery  service  has  been  established  at  these  ofiices,  and  their  force  includes  both 

Names  of  first-class  offices  are  printed  in  Uatics. 


clerks  and  city  a 
Aberdeen,  Wash. 
Albany,  Or^. 
Anaconda,  Mont. 
Anacortas,  Wash. 
Astoria,  Or^. 
Ashland,  Oreg. 
Baker,  Oreg. 
miingham,  Wash. 
BiUinge,  Mont. 
Blackfoot,  Idaho. 
[lltb  DlBt] 


BotK,  Idaho. 
Bozeman,  Mont. 
Bremerton,  Wash. 
Caldwell,  Idaho. 
Centralia,  Wash. 
Chehalis,  Wash. 
Otymne,  Wyo. 
Coeur  d'Alene,  Idaho. 
Colfax,  Wash. 
Corvallis,  Or^. 


Dillon,  Mont. 
Ellensburg,  Wash. 
Everett,  Wath. 
Eugene,  Oreg. 
Glendive,  Mont 
Grants  Pass,  Oreg. 
Great  FiilU,  Monl. 
Hamilton,  Mont. 
Havre,  Mont 
Helena,  Mont. 
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Hoqaiam,  Wash.  Moscow,  Idaho.  Salem,  Ortg. 

Hood  River,  On^.  Mount  Vernon,  Wash.  Suidpoint,  Idaho. 

Idaho  Falls,  Idaho.  Nampa,  Idaho.  Sheridan,  Wyo. 

Ealispel,  Mont  North  Yakima,  Wath.  SnohomiBh,  VVaah. 

La  Grande,  Oreg.  Olympia,  Wa»h.  The  Dalles,  Orog. 

Laramie,  Wyo.  Orefton  City,  Orag.  Toppenish,  Wpsh. 

Lewiaton,  Idaho.  Fasco,  Wash.  Twin  Falls,  Idaho. 

Lewistown,  Moot.  Pendleton,  Oreg.  Vancouver,  Wash. 

Livingston,  Mont  Pocatello,  Idaho.  Wallace,  Idaho. 

Marehfield,  Oreg.  Port  Townsend,  Waeh.  WoUa  Walla,  Wa»h. 

Medford,  Oreg.  Pullman,  Wash.  Weiser,  Idaho. 

McMinnville,  Oreg.  Puyallup,  Waeh.  Wenatchee,  Wash. 

Milee  City,  Mont.  Bock  Springs,  Wyo. 

Mwtoula,  Mont.  Roeebnrg,  Oreg. 

100.  At  the  second-clafis  ofGcea  named  below  city  delivery  service  has  not  been 
eetablished,  aqd  their  force  inclades  clerks,  but  not  city  carriers.  Examinations  for 
these  officee  will  be  held  only  when  Btigibles  are  needed  and  will  be  duly  announced, 
and  application  blanks  will  not  be  distributed  until  such  announcement  is  made. 


Grangeville,  Idaho. 
HillBboro,  Oreg. 
Kennewick,  Wash. 
Klamath  Falls,  Oreg. 
Mootesano,  Wash. 
Newberg,  Or^, 
Ontario,  Oreg. 
Payette,  Idaho. 
Port  Angeles,  Wash. 
Proaaer,  Wash. 


Rawlins,  Wyo. 
Raymond,  Wash. 
Ritzville,  Wash. 
Bed  Lodge,  Mont. 
Roundup,  Mont. 
St.  Anthony,  Idaho. 
Sedro  Wooley,  Wash. 
South  Bend,  Wash. 


Casper,  Wyo. 
Cody,  Wyo. 
Colville,  Wash. 
Dallas,  Or^. 
Deer  Lodge,  Mont 
Evanston,  Wyo. 
Forest  Grove,  Or^. 
Forsyth,  Mont. 
Fort  Benton,  Mont 
Gla^ow,  Mont 

101.  It  is  the  policy  of  the  Post  Office  Department  to  fill  vacancies  occnrring  in.  the 
position  of  asBistant  postmaster  in  first  and  second  clasa  poet  offices  by  the  promotion 
or  transfer  of  competent  pereons  already  employed  in  the  service.  When  they  are 
not  BO  filled,  appointment  is  made  from  the  eaxae  examination  as  that  for  clerk  and 
qtrrier;  but  a  person  who  is  under  21  years  o£  age  on  the  day  of  examination  will 
not  be  eli^ble  for  appointment  as  assistant  postmaster. 

102.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  in  sections  137  to  145;  unskilled  laborer,  sections  179  to  181. 

MINT  AND  ASSAY  SERVICE. 

103.  Offices  of  this  service  in  the  Eleventh  Civil-Service  District  are  located  at 
Boise,  Idaho;  Helena,  Mont;  and  Seattle,  Wash. 

104.  Vacancies  occurring  in  clerical  and  subclerical  positions  are  filled  by  certiflcar 
tion  from  the  registers  resulting  from  the  first  and  third  grade  examinations  referred 
to  in  sections  30  to  54.  Information  relative  to  stenographer  and  typewriter  and 
bookkeeper  examinations  is  given  in  sections  137  to  145,  and  166,  respectively. 
Examinations  for  other  positions  are  held  as  the  needs  of  the  service  require  and  are 
duly  announced. 

CUSTODIAN  SEKTICE. 

105.  The  Custodian  Service  covers  positions  the  duties  of  which  relat«  to  the  care 
and  mani^ment  of  public  buildings  outside  of  Washington,  D.  C.  Women  are  not 
el^bte  for  appointment  in  the  Castodian  Service,  except  for  the  positions  of  clerk 

(stenographer  and  typewriter)  and  charwoman. 
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1D6.  The  ^[6  llmita  tor  examinatioQa  for  the  Costodian  Service  are  30  and  50  years 
for  all  pocdIioQS.  The  age  limita  are  waived  in  the  case  of  perBoaa  honorably  di»- 
charged  from  the  United  States  military  or  naval  service.     (See  sec.  23.) 

EDUCATIONAI.  EXAMINATIONS. 

107.  Examinatione  for  the  podtJona  of  afsistant  cnatodian,  aasietant  ciutodian- 
^anitor,  and  technical  positions,  such  as  eteam  engineer,  electrician,  and  dynamo 
tender,  are  held  only  when  eligiblee  are  needed,  and  are  duly  announced.  Infer- 
matiou  concerning  examinatiooa  for  the  position  of  elevator  condactor  will  be  found 
in  eections  156  to  161.  Vacancies  occurring  in  other  Bubclerical  positions  are  filled 
from  registers  resulting  from  the  third^rade,  or  Bubclerical,  examination  referred  b> 
in  sections  44  to  54. 

NONEDUCATIONAI.  EXAMINATIONS. 

lOS.  This  class  includes  positions  such  aa  fireman,  fireman-laborer,  fireman-watch- 
man, janitor,  etc.  In  section  173  is  ^ven  a  list  of  positions  filled  by  noneducational 
examination,  for  which  applications  are  received  at  any  time  by  the  district  secre- 
tary. The  resulting  registers  are  used  for  filling  vacancies  occurring  in  the  positions 
named  in  various  branches  of  the  Field  Service.  The  position  of  fireman,  and  posi- 
tions  whose  principal  dutie?  are  those  of  8reman,  in  the  Custodian  Service,  are 
filled  by  certification  from  the  register  for  the  poeitionof  stationary  fireman  included 
in  the  list  referred  to.  Examinations  tor  noneducational  positions  in  the  Custodian 
Service  not  mentioned  in  section  173  are  held  only  when  eligiblea  are  needed  and 
are  duly  announced. 

109.  The  first  word  of  the  title  of  doable-titied  positions  in  the  Custodian  Service — 
Buch  as  fireman- watchman,  watchman-fireman,  fireman-laborer,  janitor-fireman, 
etc. — indicates  the  more  important  dnties  of  the  position,  and  vacancies  are  filled  by 
noneducational  or  educational  examination  accordingly.  For  instance,  a  vacancy  in 
the  position  of  fireman-watchman  will  be  filled  by  a  noneducational  examination  for 
fireman,  as  descrii^ed  in  the  preceding  par^raph,  while  a  vacancy  in  the  position  of 
wat«h man-fireman  will  be  filled  by  certification  from  the  register  established  as  a  result 
of  the  thirdi^rade,  or  Bubclerical,  educational  examination,  referred  to  in  sections  44 
to  64. 

110.  AppUuation  and  examination  Form  1800  is  required  fornoneducatdonal  exami- 
nations for  the  Custodian  Service.  Applications  muat  be  filled  out  in  the  hand- 
writing of  the  applicants. 

111.  For  further  information  concerning  noneducational  examinations,  see  sectionB 
167  to  ITS.  Information  relative  to  the  position  of  unskilled  laborer  is  given  in 
sectionslTd  tolSl.  The  regulations  governing  certificatiou  and  eligibility  are  shown 
in  aections  182  lo  196. 

ENGINEER  DEPARTMENT  AT  IiAROE. 

]  12.  The  headquarters  of  the  engineer  districts  in  the  Eleventh  Civil-Service  Dis- 
trict are  located  at  Portland,  Oreg.  (districts  1  and  2),  Seattie,  Wash.,  and  Yellow- 
stone Park,  Wyo. 

EDUCATION  All  EXAMINATIONS. 
113.  The  positions  of  clerk  of  the  entrance  grade,  minor  clerk,  copyist,  book- 
keeper. Bteno>;rapher,  typewriter,  copyist  draftsman  and  mechanical  apprentice 
draftsman,  and  Bubclerical  positiooB,  including  elevator  conductor,  messenger,  mea- 
aei^r  boy,  skilled  laborer,  and  watchman,  are  filled  by  certification  of  el^blee  by 
the  secretary  of  the  Eleventh  Civil-Service  District,  at  Seattie,  Wash.  Of  thee& 
positions,  those  of  the  clerical  and  subclerical  grades,  escept  elevator  conductor  and 
messenger  boy,  are  filled  from  the  registers  resulting  from  the  first  and  third  grade 
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^uamtatioiu  deKribm  is  aectiow  30  to  S4.  Infc»v«tioii  oOBeemu^  tlM  Btew^- 
npher  tmd  tTpewriter  eXuDimdon  will  be  toand  in  mdaoBB  137  to  14fi;  ^tMoi 
conductor,  sectiona  196  to  ISl;  meBsenger  bo;,  BtcHom  162  to  166. 

114.  Examinations  for  other  poaitiona,  inclnding  copyist  draftsman,  mechanical 
apprentice  draftsman,  and  bookkeeper,  will  be  held  only  when  eligiblee  are  needed, 
doe  aAnoancenent  of  which  will  be  made. 

NOITBDUCATIONAI.  KCAMIM AXIOM S. 

115.  This  class  includes  mechanical  trades  and  similar  powtions.  In  section  173 
is  given  a  liet  of  poeidons  filled  by  nonoducalional  examination,  applications  for 
which  aie  received  at  any  time  by  the  district  secretary.  The  posilioiiB  named  are 
those  in  which  vacsnciee  occur  with  more  or  less  frequency  in  various  bnuehes  oE 
the  service,  and  the  reeatlii^  re^Btwe  are  used  for  SlUog  vMoanase  occnrring  In  any 
of  tboee  iMwiehee. 

116.  For  podtiona  which  are  peooliar  to  Um  Engineer  Department  at  I«ige  aad 
not  mentioned  in  secticoi  173,  api^icatiooe  are  received  at  any  time  by  the  kioid 
bowds  (A  civil-eerriee  examinem  for  the  various  engineer  districtA.  Application  and 
oXaminalioa  bkaka  (Form  1800)  may  be  obtained  from  the  secretary  of  the  Ekrvaoth 
GiTil-Service  District,  Seattle,  Wash.,  <a  the  seeretory  of  the  local  board  at  the 
l]fl*dqi]Br(eie  of  theengiaecr  district  in  which  ^nploymentiedesited.  (Beeseo-IU.) 
The  local  boards  will  also  furnish  any  further  information  deeired  oonoMBisg  these 
jMcitione. 

117.  Blisters  for  mechanical  trades  positions  show  the  branch  or  bnuichaa  of 
iha  trade  in  which  the  el^blee  are  experienced,  and  eeleoticHis  for  filling  vacuiolea  ~ 
in  the  Engineer  Department  at  Large  may  be  made  of  the  highest  throe  eligiblee 
who  have  had  experience  in  a  particular  branch  of  the  trade.  For  insboice,  the 
oarpenter  register  may  contain  the  names  of  stiur  builders,  ship  carpenters,  bridge 
carpenters,  etc. 

118.  The  minimtmi  age  limit  for  noneducational  examinations  for  the  Engineer 
Department  at  lArge  is  16  years.    There  is  no  maximnm  limit 

119.  For  additional  information  concerning  nonedocational  examinations,  see 
sections  167  to  178.  For  information  relative  to  certification  and  eli^bility,  see 
eeetione  182  to  196. 

QUARTERMASTER  CORPS. 

120.  The  branch  of  the  service  formerly  known  as  the  Quart ermastet'a  Department 
at  I^arge  is  now  embraced  in  the  Quartermaster  Corps.  The  Ai  my  appropriation  act, 
approved  August  24,  1912,  provides  that  poeitione  in  the  Quartermaster  Corps  which 
formerly  were  filled  as  a  result  of  open  competitive  examinations  held  by  the  CSvil 
Service  Commission,  may  be  filled  through  such  examinations  or  by  enlistment. 
The  information  given  below  is  applicable  when  the  positions  are  filled  through 
examination.  For  information  relating  to  positions  filled  by  enlistment,  apf^cation 
should  be  made  to  the  Svcretary  of  War,  Washington,  D.  C. 

121 .  Estabiishmenta  of  the  Quartermaster  Corps  in  the  Eleventh  Civil-Service  Dis- 
trict are  located  at  the  following-named  places: 

Fort  D.  A.  RoBsell,  Wyo. ;  Fort  Mackeode,  Wyo.;  Fort  Yellowstone,  Wyo.;  Boise 
Banacbs,  Idaho;  Quartermaster's  office,  Seattle,  Wash.;  Fort  Casey,  Wash.;  Fort 
Columbia,  Wash.;  Fort  Flagler,  Wash.;  Fort  Lawton,  Wash.;  Vancouver  Bairacke, 
Wash.;  Fort  Ward,  Wash,;  Fort  Worden,  Wash.;  Fort  George  Wright,  Wash.; 
Qnartermaster's  office,  Portland,  Oreg.;  Fort  Stevens,  Oreg.;  Fort  Harrison,  Hont.; 
Fort Keo^b,  Mont ;  Fort  Mkeoula,  Mont;  Fort  Davis,  Alaska;  Fort  Giblxni,  Alaska; 
Fort  IJeciun,  Alaska;  Fort  St  Michael,  Alaska;  Fort  William  Henry  Seward,  Alaska. 
Iiitb  Din.] 


n>ITGA'TII»rAI.   EEAUINATIOTfS. 

lH,  Vacanciea  occurring  [n  subclerical  poeitjons,  such  ae  messeiiger  and  wateh- 
man,  are  filled  by  certification  from  registers  resulting  from  the  third-grade  exfuni- 
nationa  described  in  sections  44  to  54.  Information  concerning  stenographer  and 
typewriter  examinations  is  given  in  eectione  137  to  145.  Examinations  for  other 
petitions  which  reqnire  mental  tests  are  held  as  the  needs  of  the  service  require  and 
are  duty  announced. 

irONBDOCATtOHAti  BXABIIMATIOM'S. 

123.  Positions  of  the  noneducational  class  which  are  filled  through  competitive 
examination  ate  as  follows:  Positions  in  the  harbor-boat  service,  atatMnary  en^eer, 
forestar,  gardener,  janitor,  packer  (at  depots),  rodman,  warehouseman,  and  wheel- 
wr^ht.  Ae  shown  in  section  173,  for  many  of  these  positions  applications  may  be 
filed  at  any  time  with  the  district  secretary  at  Seattle,  For  positions  named  above, 
but  not  mentioned  in  section  173,  esaminatione  are  held  only  when  eli^^bles  are 
needed  and  are  duly  announced.    Form  180O  is  used  in  making  application  for  th^e 

124.  The  age  limits  for  noneducationid  examinations  in  the  Quartermaster  Corps 
are  20  and  50  years.  (See  sec.  23. )  The  age  limits  are  waived  in  case  of  persons 
honorably  discharged  from  the  military  or  naval  service  by  reaioti  oftcounds  received 
or  tichtem  incurred  in  the  line  of  d\dy. 

125.  For  further  information  relative  to  noneducational  examinations,  see  sections 
167  to  178.  For  information  relative  to  certification  and  eligibility,  see  sections  IS2 
to  196. 

UOHTHOUSE  SERVICE. 

126.  The  headqnartera  of  the  lighthouse  districts  which  embrace  the  territory  of 
the  Eleventh  Oivil-aervice  District  are  located  aa  follows:  Sixteenth  lighthonse 
district,  Ketchikan,  Alaska;  seventeenth  lighthonse  district,  Portland,  Or^on. 

■DVCATIOKAI.  XIXAMINATIONS. 

127.  The  positions  of  bookkeeper,  clerk,  copyist,  stenographer,  typewriter,  mes- 
senger boy,  messenger,  watchman,  and  skilled  laborer  are  filled  by  certification  of 
eligibles  by  the  secretary  of  the  Eleventh  Civil-Service  District,  Seattle,  Wash. 
The  positions  of  clerk,  copyist,  messenger,  watchman,  and  skilled  laborer  are  filled 
from  registers  resnlting  from  the  first  and  third  grade  examinations  described  in 
sections  30  to  54.  InforiDstion  concerning  the  stenc^rapher  and  typewriter  exami- 
nation will  be  found  in  sections  137  to  146;  bookkeeper,  section  166;  messenger  boy, 
sections  162  to  165. 

128.  Examinations  for  aid,  cadet  engineer,  cadet  officer,  draftsman,  scientific 
assistant,  superintendent,  and  other  such  technical  positions  will  be  announced 
when  eligibles  are  needed. 

NOTTBDtrCATIOWAL  E3CAMLNATIOX8. 

129.  This  class  includes  the  mechanical  trades,  the  positions  of  master,  mate,  pilot, 
engineer  on  light  vessels  and  tenders,  keeper,  assistant  keeper,  and  similar  positions. 
In  section  173  is  given  a  list  of  positions  £lled  by  noneducational  examination, 
applications  for  which  are  received  at  any  time  by  the  district  secretary.  The 
positions  named  are  those  in  which  vacancies  occur  with  more  or  lees  frequency  in 
various  branches  of  the  service,  and  the  reeulting  registers  are  used  for  fillii^  vacan- 
cies occurring  in  any  of  those  branches.  Application  and  examination  Form  1800 
is  required  for  these  positions. 
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130.  For  podtionB  which  are  pecnliar  to  the  Lighthouse  Service  and  not  mentioned 
in  section  173,  applications  are  received  at  any  time  by  the  local  boarde  of  dvil-service 
examinere  for  the  ligbthonse  districts.  A  local  board  may  euapend  the  receipt  of 
applications  for  any  particular  position  until  such  time  as  eligiblea  for  that  position 
are  needed.  Application  and  eiamination  blanks  may  be  obtained  from  the  secre- 
tary of  the  local  board  at  the  headquarters  of  the  lighthouse  district  in  which 
employment  is  desired,  and  applications  should  be  filed  with  him.  (See  sec.  126.) 
Form  1025  will  be  used  in  makins  application  for  the  positions  of  keeper  and 
assistant  keeper;  for  other  positions  of  the  nonedncationa]  class  Form  ISOO  will  be 
used.  Tbe  local  boards  will  furnish  any  further  infonnation  dedred  concerning 
these  positions. 

131.  The  age  limits  for  noneducational  examinations  for  the  lighthouse  Service 
ore  as  follows:  Minimum,  18  years,  except  for  those  positions  which  require  a  license 
from  the  Steamboat-Inspection  Service,  for  which  the  minimum  limit  is  21  years; 
maximum,  45  years  for  ofQcere  of  tenders,  none  for  other  positions.  Persons  honor- 
ably discharged  from  the  United  States  Army,  Navy,  or  Marine  Corps,  and  persons 
already  in  the  Lighthouse  Service  in  classified  positions,  will  be  examined  without 
reference  to  their  age. 

132.  For  additional  information  concerning  noneducational  examinations,  see 
sections  167  to  178.  For  information  relative  to  certification  and  eligibility,  see 
sections  182  to  196. 

NAVY  YARD  SERVICE. 

133.  A  labor  board  has  been  established  at  the  Puget  Sound  Navy  Yard,  Bremer- 
ton, Wash.,  in  the  Eleventh  Civil-Service  District. 

BDDCATIOKAI.  EXAMINATIONS. 

134.  Vacancies  in  positions  which  require  educational  and  technical  qualifications 
are  filled  by  certification  of  eligiblea  by  the  secretary  of  the  Eleventh  Civil-Service 
District,  Seattle,  Wash.  The  position  of  clerk  is  filled  as  a  result  of  the  first-grade 
examination  described  in  sections  35  to  41,  and  the  positions  of  messenger  and  watch- 
man are  filled  as  a  result  of  the  tbiid-grade  eiuimination  described  in  sections  44 
to  54.  Information  relative  to  the  bookkeeper  examination  will  be  found  in  section 
186;  messenger  boy,  sections  162  to  165;  stenographer  and  typewriter,  sections  137 
to  145.  For  other  positions  filled  through  educational  tests,  examinations  will  bo 
announced  when  eligibles  are  needed. 

NONBHUCATIONAI.  KIEAMINATIONS. 

135.  For  information  relative  to  the  positions  of  common  laborer,  janitor,  team 
Bter,  carpenter,  engine  tender  (dynamo),  gardener,  machinist,  painter,  steamfitter, 
and  other  positions  of  similar  character,  application  should  be  made  to  the  labor 
board.    (See  sec.  133.) 


136.  Clerical,  minor  clerical,  and  subclerical  positions  in  field  branches  of  the  Im- 
migration, the  Indian,  the  Steamboat-Inspection,  the  Lighthouse,  and  the  Public 
Health  Services;  in  Weather  Bureau  and  Bureau  of  Animal  Industry  stations;  and  in 
other  parts  of  the  service  in  the  field,  are  filled  by  certification  from  appropriate 
regist«rs  established  from  first,  second,  and  third  grade  examinations  as  described  In 
sections  30  to  54. 
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STENOOBAPHBB  AND   TTPEWBITEB. 

137.  Combined  Bt«ii<^;raptierand  typewriterezammatioiis  are  held  forf  oorbrtuichee 
of  the  service,  namel}',  the  Field  Service  (see  sees.  2  ODd  3  b),  the  Departmental 
Service  (departments  and  offices  at  Washington,  D.  0.}>  ^^  lethmiaa  Canal  Service, 
and  the  Philippine  Service.  Separate  stenographer  examinationa  aie  held  for  the 
Field  and  Departmental  Services,  and  separate  typewriter  examinatdone  are  held  for 
the  Field,  Departmental,  and  iHthmian  Canal  Services. 

138.  Examinatione  for  the  Field,  Isthmian  Canal,  and  Philippine  Services  are 
held  qnartert)';  those  for  the  Departmental  Service  are  held  monthly,  except  in 
December. 

139.  Women  are  not  admitted  to  examinaUons  for  the  Isthmian  Canal  and  Phil- 
ippine Services,  and  they  are  admitted  to  the  Deparbnental  Service  examinations 
only  twice  a  year,  in  the  spring  and  fall. 

140.  Application  forms  may  be  obtained,  and  applications  may  be  filed,  at  any 
time,  except  that  applications  from  women  for  the  Departmental  Service  are  accepted 
only  when  the  spring  and  fall  examinations  have  been  announced,  onleaa  the  needs 
of  the  service  require  otherwise.  Forms  for  all  services  may  be  obtained  from  the 
Secretary,  Eleventh  Civil-Service  District,  Seattle,  Wash.  Form  1371  is  required  for 
the  Field  Service;  Form  304  for  the  Departmental  Service;  Form  1312  for  ttte  Isth' 
mian  Canal  Service;  Form  2  for  the  Philippine  Service.  Applications  for  the  Field 
Service  should  be  filed  with  the  district  secretary  at  Seattle;  for  the  Departmental, 
Isthmian  Canal,  and  Philippine  Services,  with  the  Civil  Service  Commission  at  Wash- 
ington, D.  C. 

141.  The  age  limits  are  as  follows:  Departmental  and  Field  Servioes  (except  Cus- 
todian Service,  see  sec.  106),  minimum  IS  years,  no  maximum;  Isthmian  Canal  Serv- 
ice, minimum  20,  maxitnimi  45  years;  Philippine  Service,  minimom  IS,  maximimi 
40  years.     (See  sec.  23.) 

142.  The  demand  for  male  stenographer  and  typewriter  etigibles  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those 
whose  services  prove  satisfactory, 

143.  As  a  result  of  one  examination  a  mim  may  become  eligible  for  appointment 
to  the  Departmental,  Isthmian  Canal,  and  Philippine  Services.  A  sejwrate  exam- 
ination is  required  far  the  Field  Service. 

144.  In  filling  vacancies  in  positions  in  the  Held  Service,  certification  to  the  vari- 
ous branches  of  the  service  will  be  made  as  stated  in  sections  192  and  193. 

145.  Persons  de^ring  to  enter  the  examination  should  write  to  the  district  secre- 
tary for  the  proper  application  form  or  forma  (see  sec.  140)  and  for  Form  1424, 
which  contains  fall  information  concerning  the  scope  of  the  examinations,  the  require- 
ments for  all  services,  and  the  exact  dates  and  places  of  examinations. 

FOBE8T  AND  FIELD  CLERK. 

146.  From  this  examination  appcuntmente  will  be  made  for  filling  vacancies 
occurring  in  the  positions  of  forest  clerk  in  the  Forest  Service  and  field  clerk  in  the 
Reclamation  Service.  Forest  clerks  are  employed  in  the  offices  of  the  Forest  Service 
outside  of  Washington,  D.  C.  Field  clerks  are  employed  in  the  offices  of  the  recla- 
mation projects  in  tfae  West.  Appointments  may  also  be  made  from  this  examina- 
tion to  clerical  positions  In  other  branches  of  the  service  requiring  the  qualifications 
tested  by  the  examination. 

147.  Both  men  and  women  will  be  admitted  to  this  examination.  Minimum  age 
limit,  IS  years;  no  maximum  limit  (See  sec.  23.)  For  filling  vacancies  in  the  posi- 
tion of  forest  clerk  certification  will  be  made  only  of  men  who  were  not  over  40  years 
of  age  on  date  of  examination.  Application  Form  1371  (issue  of  December,  1011,  or 
later)  is  required.    Applications  will  not  be  accepted  from  persons  who  have  tuher- 
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culofflB  or  other  eerioue  physical  defect.  Applicante  will  be  required  to  ahow  id  their 
applicataons  that  they  have  had  at  leaat  one  year's  actual  experience  in  clerical  work 
in  a  husioesa  office. 

148.  TheBubjectaof  the  examination  and  weights  of  subjects  on  a  scale  of  100  are: 
Spelling,  6;  stenograph)',  25;  oopjdng  from  rough  draft  (typewriting),  10;  copying 
from  plain  copy  (typewriting),  5;  time  10;  elements  of  bookkeeping,  20;  arithmetic, 
10;  penmanship,  6;  report  writing,  10  (all  first  grade,  see  p.  29).  Seven  and  one- 
half  hours  will  be  allowed  for  the  examination. 

149.  In  lieu  of  a  dictation  in  stenography,  competitors  will  be  famished  a  printed 
exercise  which  they  will  be  required  to  write  in  stenographic  notes.  The  exercise 
will  contain  330  words.  If  the  notes  are  written  in  three  minutes,  100  per  cent  in 
speed  will  be  ^ven;  fourminutes,  OOper  cent;  five  minntes,  SO  per  cent;  six  minutes, 
TO  per  cent;  seven  minutes,  60  per  cent;  eight  minutes,  50  per  cent.  If  the  writing 
of  the  notes  is  not  completed  in  eight  minutes,  the  printed  exercise  will  be  taken  np 
and  proportionate  deduction  will  t>e  made  for  the  part  omitted  in  the  transcript  This 
exercise  will  be  rated  on  the  speed  with  which  the  notes  were  written  and  the  accuracy  ■ 
of  the  transcript. 

150.  The  forest  and  field  clerk  examination  will  be  held  aa  frequently  as  the  needs 
of  the  service  require.  Applicaljon  blanks  may  be  secured  from  the  district  secretary 
and  may  be  filed  with  him  at  anytime.  When  the  examination  is  announced  all 
persons  having  applications  on  file  will  be  notified  when  and  where  to  appear  for 
examination . 

161.  In  filling  Tacancies  in  these  positions,  preference  will  be  given  to  persons 
examined  in  the  locality  in  which  the  vacancy  exists.  In  case  the  raster  for  any 
locality  becomes  exhausted  resort  may  be  had  to  the  re^ster  for  the  nearest 
locality  that  contains  the  names  of  eligibles  available  for  the  position  vacant. 


152.  All  United  States  deputy  marshals,  except  those  employed  as  field  deputies 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacandes  in  this  position  wilt  be  filled  as  indicated  in  the.  following  paragraphs: 

153.  Vacancies  in  positions  requiring  a  knowlei^  of  steni^raphy  and  typewriting 
or  of  bookkeepii^  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
or  the  bookkeeper  register  for  field  services  of  those  who  were  examined  in  the  State 
in  which  the  vacancy  exists.    (See  sees.  137  to  145,  inclusive,  and  166. ) 

164.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  flrst-^rade, 
or  clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 
exists.    (See  sees.  35  to  41.) 

155.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner, 
unless  it  is  determined  by  the  department  to  fill  such,  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

ELEVATOR  CONDUCTOR. 

196.  The  position  of  elevator  conductor  in  Federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
page  29,  with  a  weight  of  50  per  cent,  and  training  and  experience,  50  per  cent. 
157.  The  age  limits  for  this  examination  are  20  and  50  years.    (See  sec.  23.) 
15S.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required. 
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159.  Applicants  for  this  ezaminalaon  must  be  able-bodied  and  physically  capable 
of  perfonning  manual  labor. 

160.  In  Mting  the  element  ot  "experience,"  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motorman,  or  electric  cranemaD,  and  applicants 
who  have  not  had  at  least  six  months  of  ench  experience  vill  not  be  admitted  to  the 
examination.  If  anapplicant  has  had  only  six  months'  experience,  thatezperience 
must  have  been  giuned  within  the  12  months  just  prior  to  the  date  of  application. 
Applicants  must  fully  indicate  in  their  applications  the  kind  of  elevators,  and  whether 
passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the  length  of 
their  experience. 

161.  This  examination  will  be  held  in  the  city  in  which,  or  in  the  vicinity  of 
which,  a  vacancy  occurs,  and  only  when  eligiblea  are  needed,  due  announcement  of 
which  will  be  made. 

mes8exoi:r  boy. 

162.  Examinatjons  for  filling  vacancies  in  this  position  are  held  In  the  city  in  which, 
or  in  the  vicinity  oE  which,  a  vacancy  occurs,  and  only  when  elipblea  are  needed. 
The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjects,  as  shown  on 
page29,  with  the  exception ot  the  subject  of  training  and  experience,  each  of  the  five 
subjects  having  a  weight  of  20  per  cent.  When  examinations  are  lo  be  held  due 
announcement  is  made. 

163.  The  t^  limits  for  this  examination  are  16  and  18  years.     (See  sec.  23. } 

164.  Application  Form  1371  is  required. 

166.  While  there  are  no  height  or  weight  requirements  for  the  position  of  messen- 
ger boy,  eligibles  whose  weight  is  grossly  disproportionate  to  their  age  may  not  be 
certi&ed  for  filling  vacancies  in  positions  the  duties  of  which  are  such  that  unusual 
W«ght  would  interfere  with  their  proper  performance. 

OTHER  EDUCATIONAL  EXAMINATIONS. 

166.  Examinations  for  the  positions  of  telephone  operator  and  bookkeeper  in 
various  branches  of  the  service,  mechanical  draftsman  in  the  Beclamatlon  Service, 
matron  and  matron-interpreter  in  the  Immigration  Service,  and  computing  clerk  in 
the  Forest  Service,  will  be  held  only  when  eligibles  are  needed,  and  will  be  duly 
announced.  Application  forma  will  not  be  distribnted  and  applications  will  not  be 
received  until  such  announcement  is  made. 

NONEDTJCATIONAI.  EXAMINATIONS. 

167.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  posi- 
tions which  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service, 
theEi^ineer  Department  at  Laige,  the  Quartermaster  Corps,  the  Lighthouse  Service, 
and  certain  ether  branches  of  the  service,  have  been  placed  under  the  district  system. 

.  (See  sees.  2  and  3  (6).) 

168.  Appropriate  examinations  are  held  based  on  training  and  experience  and 
physical  ability.  The  relative  weighU  of  thete  euijecta  onaicaU  of  100  are:  Pkyekal 
ability,  40;  iTaining  and  experience,  60.  No  competitor  will  be  eligible  for  appoint 
ment  who  does  not  receive  a  rating  of  at  least  70  per  cent  in  the  subject  of  training 
and  experience.  The  information  upon  which  the  ratings  are  based  must  be  fur- 
nished by  the  applicant  in  the  application  blanli.  Care  should  be  taken  to  furnish 
accurate  and  complete  information  in  order  that  a  sufficient  basia  may  be  had  for 
rating  the  papers.  Each  question  in  the  application  and  vouchers  must  be  fully 
answered.  All  statements  telatii^  to  training  and  experience  are  accepted  subject 
to  verification. 
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109.  7%e  method  of  rating  the  subjects  of  these  ezEuainations  ie  as  follows: 

(a)  Pbtbical  ability. — An  applicant  without  apparent  physical  disqnaliflcatdon 
la  rated  at  98  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  tor  which  application  ia  made,  proportionate  deduction  will  be  made 
from  98  according  to  the  nature  of  the  defect  or  disqualification. 

(b)  Tbaininq  and  ssperibhcb. — This  subject  will  be  rated  npon  the  statements 
made  by  the  applicxnt  in  his  application,  as  corroborated  by  hie  voachere  and  refer- 
ences. Consideration  will  be  given  to  the  date,  length,  quality,  and  character  of 
the  experience  shown,  and  special  consideration  ^ill  be  given  experience  which  is 
continuous  and  recent. 

170.  In  any  of  these  examinations  the  Commission  may  in  its  discretioa  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  neceasary, 

'but  no  recommendations  other  than  those  called  for  by  the  Commission  will  be 
considered. 

171.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of 
peisons  preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.     (See  sec.  10.) 

172.  When  noneducational  examinations  are  given,  applicants  are  not  assembled 
for  a  mental  examination,  but  are  required  to  file  fully  executed  applications  on  the 
form  prescribed  with  the  secretary  of  the  civil-service  district  in  which  employment 
is  desired,  unless  otherwise  specified. 

173.  For  the  following-named  positions  applications  are  received  at  any  time  hy 
the  secretary  of  the  Eleventh  Civil-Service  District,  Seattle,  Wash. : 
Blacksmith.  Marine  steam  et^neer.  Plnmber. 

Carpenter.  Master.  Stationary  fireman. 

Marine  fireman.  Mate.  Stationary  steam  engineer.' 

174.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the 
district  secretary.  Those  who  wish  to  apply  for  more  than  one  position  must  file  a 
separate  application  for  each  position  desired. 

175.  Applicants  for  the  positions  of  marine  steam  engineer,  master,  and  mate 
sbonld  give  in  their  applications  the  names  and  tonnages  of  the  vessels  upon  which 
they  have  been  employed  and  submit  with  their  applications  licenses  or  certificates 
from  the  proper  steamboat  inspectors  showing  the  grade  and  character  of  the  licenses 
held  by  them. 

176.  Registers  will  be  established  quarterly,  or  more  frequently  or  less  frequently 
as  the  nepds  of  the  service  require.  To  receive  consideration  for  a  certain  quarter 
applications  must  be  filed  in  com;)!ete/orm  with  the  district  secretary  not  later  than 
the  15th  of  March,  June,  September,  or  December,  as  the  case  may  be.  The  regis- 
ters will  be  made  up  on  or  soon  after  the  1st  of  April,  July,  October,  and  January. 

177.  From  the  registers  resulting  from  these  examinations  certification  will  be  made 
for  filling  vacancies  as  they  occur  in  various  branches  of  the  service.  In  making 
certifications  due  regard  will  be  had  for  the  age  limits  and  other  reqatremenls  of  the 
service  to  which  certification  is  made.  Further  information  relative  to  the  Engineer 
Department  at  Large  is  given  in  sections  112  to  119;  Quartermaster  Corps,  sections 
120  to  125;  Custodian  Service,  sections  105  to  111;  Lighthouse  Service,  sections  128 
to  132.  The  refutations  governing  certification  and  eligibility  are  shown  in  sections 
182  to  196. 

lEducatiansI  eiamlDatlon  In  reqolied  for  this  poBltloa  In  Uie  CmtodlftD  Seivlce  (seaaeo.  VST),»ttS 
also  iD  the  QuartermaAl^r  Corpflli  tli 
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178.  The  district  iecretory  or  the  Civil  Service  Commimion  at  WashiuRitoa  win 
fnrniBb  informatioa  coacsrniiig  noneducational  positions  not  covered  by  this  pomphM. 

UNSKIU^D  LABOKEB. 

179.  This  position  ia  unclaesifled.  In  cities  where  K«ulationa  are  in  force  govern- 
ing the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are 
filled  by  registration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  thoee 
of  common  laborer  or  workman  and  of  women  those  of  charwoman  or  its  equivalent. 
Labor  r^ulatione  are  iu  force  at  Portland,  Oreg. ,  and  Seattle,  Wash. ,  in  the  Eleventh 
Civil-Service  District  Ejtftniinations  for  theee  cities  are  held  annually  in  October. 
Application  blanks  may  be  obtained  from  the  boards  of  labor  employment  at  the 
post  offices  at  Portland  and  Seattle  only  between  September  1  andOctobw  1.  Appli- 
cations will  notbeacceptad  unless  filed  with  the  board  at  Seattle  prior  to  the  hour  of 
closing  business  on  October  1. 

180.  The  age  limits  for  this  position,  except  in  the  Custodian  Service,  are  20  and 
60  years.  (See  sec  23.)  The  age  limits  are  waived  in  the  cases  of  honorably  dis- 
charged veterans  of  the  Civil  War  and  persona  honorably  discharged  from  the 
United  States  military  or  naval  service  by  reason  of  disability  resulting  from  wounds 
received  or  sickness  incurred  in  the  line  of  dnty.  The  age  limits  for  the  Custodian 
Service  are  shown  in  section  106. 

181.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  mode  of  the  offidal  in  charge  of  the  office  where 
employment  is  desired. 

CEBTIFICATION  AND  ELIGIBIIJTY. 

1B2.  Afterthe  papers  of  an  examination  have  been  rated  the  names  of  the  eli^bles 
are  entered  upon  the  r^;iater  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  leas  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service /or  dwabiliit/  incurred  in  lite  line  of  duly.  The  names  of  such  ptrrsona 
whose  claims  for  preference  have  been  allowed  by  the  Oivil  Service  Commission  and 
who  attain  an  average  percentage  of  not  leas  than  65  will  be  placed  at  the  head  of 
the  eligible  roister.     (See  sec.  10. ) 

183.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

184.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  upon 
the  roister,  but  the  entire  register  may  be  extended  for  a  further  period  it,  in  the 
judgment  of  the  Comminsion,  the  needs  of  the  service  so  require. 

185.  The  highest  three  names  on  the  appropriate  re^ster  are  certified  for  each 
vacancy.  Unless  sooner  selected  for  appointment,  an  eligible  will  be  entitled  to 
three  cerriScatione  for  appointment  to  each  nominating  or  appointing  officer  in  each 
service  for  which  hemay  be  eligible  torappointmeui.  An  eligible  will  not  becertified 
for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that  named 
by  him  in  his  examination  papers.  The  appointment  of  a  person  whose  name  is  on 
more  than  one  register  ordinarily  operates  to  cancel  his  eligibility  on  all  registeis  of 
the  same  or  lower  grade;  an  eligible  should  therefore  advise  the  district  secretary 
whether  he  desires  his  name  to  remain  on  any  register  established  from  examina- 
tion other  than  the  one  which  resulted  in  his  appointment.  Appointments  may  be 
made  from  a  higher-grade  register  for  filling  vacanciee  in  a  lower-grade  position. 
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186.  For  filling  vacanciefl  in  the  Internal-Revenue  Service  certification  will  be 
made  of  the  names  of  eligiblea  who  were  examined  in  the  internal-re  venae  district 
in  which  the  vacancy  occnrs. 

187.  For  flllii^  vacancies  in  the  CostomB  Service  certification  will  be  made  of  eli- 
giblea  examined  in  the  customs  district  in  which  the  vacancy  exists;  except  that 
when  a  customs  district  estands  over  parts  of  two  or  more  civil-service  districts  cer- 
tification will  be  made  of  eligibles  examined  In  that  part  of  tlie  costoms  district 
which  is  in  the  civil-service  district  in  which  the  vacancy  exists. 

188.  Forthepositionaof  clerk,  and  carrier  for  city  delivery,  in  post  otBcee,  aseparate 
register  is  established  for  each  classified  post  ofBce  containing  the  names  of  eligibles 
examined  for  such  office.  For  ceri^n  large  p6st  offices  separate  male  clerk  and  carrier 
rasters  are  established,  while  for  all  other  offices  in  which  both  clerks  and  city  car- 
riers are  employed  the  names  of  male  eligibles  are  entered  on  both  the  clerk  and 
the  carrier  registera.    (See  sees.  88  to  92.) 

189.  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marshal 
certification  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State 
in  which  the  vacancy  eDiista. 

190.  Certification  for  filling  vacancies  in  the  position  of  clerk  in  the  Army  Trans- 
port Service  will  be  made  of  eligibles  examined  in  the  city,  or  in  the  vicinity  of  the 
city,  from  which  the  transport  sails. 

191.  In  filling  vacancies  in  the  positions  of  forest  clerk  in  the  Forest  Service  and 
field  clerk  in  the  Reclamation  Service  preference  will  be  given  to  persons  examined 
in  the  locality  in  which  the  vacancy  exists.  In  case  the  register  for  any  locality 
becomes  exhausted,  resort  may  be  had  to  the  register  for  the  nearest  locality  that 
contains  the  names  of  eligibles  available  for  the  position  vacant. 

192.  In  making  certification  for  filling  vacancies  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  regula- 
tions outlined  in  the  foregoing  part^raphs  relative  to  methods  of  certificadon  for 
various  branches  of  the  service  will  apply  so  far  as  possible.  In  case  the  roister  for 
any  locality  becomes  exhausted  resort  may  be  had  to  the  register  for  the  dearest 
locality  that  contains  the  names  of  eligibles  avtulable  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  -is  willing  to  accept  appointment. 

193.  Certification  for  the  appointment  of  stenographers  and  typewriters  in  the  offices 
of  chiefs  of  field  divisions  of  the  Land-Office  Service  will  be  made  of  the  highest 
eligibles  examined  in  the  civil-service  district  in  which  the  vacancy  exists,  exclusive 
of  those  examined  in  the  State  in  which  the  vacancy  exists.  Certification  for 
appointment  to  these  positions  in  local  land  offices  and  offices  of  surveyors  general 
will  not  be  so  made,  but  will  be  made  by  certifying  eligibles  examined  in  the  city 
in  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  exists. 

194.  In  filling  vacandes  in  any  position  filled  by  educational  examination  not  spe- 
cifically provided  for  above,  certification  will  be  made  of  eligibles  examined  at  the 
place  at  which,  or  in  the  immediate  vicinity  of  whinh,  the  vacancy  exists,  except  in 
the  absence  of  local  eligibles  after  due  opportunity  of  local  competition  has  been  af- 
forded, when  certification  may  be  made  from  registers  for  the  nearest  locality  con- 
taining the  names  of  available  eligibles. 

195.  In  filling  vacancies  in  positions  filled  by  noneducational  examination  and  for 
which  applications  are  filed  with  the  district  secretary,  certification  will  be  made  of 
eligibles  readily  available  for  employment;  that  is,  of  those  who  live  in  the  place, 
or  in  the  vicinity  of  the  place,  of  employment,  and  of  those  who  do  not  live  in 
the  place  or  vicinity,  but  who  have  presented  themselves  to  a  member  of  the 
local  board  of  civil-service  examinera  (or  to  the  employing  officer  when  there  is 
no  local  board  member)  at  the   place  at  which    employment  is  desired.    An 
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eligible  who  does  not  live  at  the  place  where  he  desirea  employment  will  not  be 
certified  for  appointmeDt  there  witil  he  has  perBonally  appeared  before  a  member 
of  tfae  local  board  of  examinera  (or  the  employing  officer)  at  that  place,  has 
secured  a  certificate  from  the  board  member  (or  the  employioft  officer)  showing 
the  date  on  which  he  appeared,  and  has  filed  auch  certificate  with  the  district 
secretary.  In  this  connection  vicinity  is  defined  as  the  territory  within  the  usual 
commuting  diatance.  An  employing  officer  is  the  official  in  chai^  of  an  office  or 
other  eatablishment.  Eligiblea  on  regislers  maintained  by  the  distrirt  secretary 
will  be  certified  for  filling  vacancies  occurring  in  various  branches  of  the  service 
included  in  the  district  system.  From  registers  maintained  by  local  txiards,  certifica' 
lion  will  be  made  of  the  highest  qualified  elipblea  on  the  local-board  registers,  in 
conformity  with  the  special  regulations  governing. 

196.  Every  appointment  is  made  for  a  proliationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months  (or  at  the  end  of  one  year  if  so 
specified  in  the  certificate  of  appointment),  such  retention  is  equivalent  to  his  abso- 
lute appointment.  In  the  Post-Office  Service  the  period  of  probationary  appoint- 
ment begins  from  the  date  of  appointment  as  regular  clerk  or  carrier,  and  not  from 
the  date  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

197.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fall  extuuiDations  for  positions  in  the  Departmental,  Rail- 
way Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addresmng  the  United  States  Civil  Service 
Gommission,  Washington,  D.  C,  or  the  district  secretary. 

TECHNICAIi    AND    SCIENTIFIC    EXAMINATIONS,    AT,T. 
SERVICES. 

198.  Teclinicat  and  scientific  examinations  are  announced  from  time  to  time  as  the 
needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of  the  posi- 
tions to  be  filled.  Eligibles  are  certified  to  vacancies  in  the  departments  at  Wash- 
ii^ton,  in  the  local  offices  in  the  vicinity  of  their  places  o(  residence,  or  elsewhere, 
as  in  the  judgment  of  the  Civil  Service  CommissioD  may  be  required  for  the  good  of 
the  eervice. 

Information  concerning  these  examinations  may  be  obtained  from  tbe  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

RURAL  DELIVERY  CARRIER. 

199.  Examinations  for  the  position  of  rural  carrier  will  be  held  as  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Eleventh  Civil-Service  District, 
Seattle,  Wash. 

200.  Tbe  age  limits  for  this  examination  are  18  and  55  yeais,  the  maximum  limit 
being  wuved  in  the  case  of  bonorabty  discharged  United  States  soldiers  and  sailors. 
(See  sec.  23.) 

FOURTH-CLASS  POSTMASTER. 

201.  A  copy  of  the  regulations  governing  the  appointment  of  fourth-class  postmas- 
ters may  l>e  obtained  from  the  United  States  Civil  Service  Commission,  Waaliington, 
D.  C. ,  or  the  district  secretary  at  Seattle,  upon  request. 

[iltbDirt.] 
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202.  First  and  thiid  grade  examinationa  (see  sees.  30  to  54)  and  stenographer  and 
typewriter  examiiiatione  (see  sees,  137  to  145)  for  poutiona  in  Alaaka  will  be  held 
only  when  eligibles  are  needed  and  will  be  duly  announced.  The  positiona  of  deputyi 
and  deputy  collector  and  inspector,  in  the  Cuatoms  Service  are  filled  through  the 
first-grade  examination.  Examinationa  for  technical  or  scientific  positions  will  also 
be  announced  as  the  needa  of  the  aervice  require. 

203.  General  examinations  will  be  held  in  the  Eleventh  Civil-Service  District, 
includii^  Alaska  (see  sec.  2),  for  noneducational  podtiona  in  the  Quartermaster  Corps, 
War  Department  {see  sees.  120  and  123),  as  eligibles  are  required.  Eligibles  who 
live  in  Alaaka  will  be  given  preference  in  certification,  and  in  the  absence  of  such 
eligibles  the  highest  eligiblee  on  the  TC^iater  for  tlie  remainder  of  the  Eleventh  Dis- 
trict will  be  certified. 

204.  Information  relating  to  positiona  in  the  Lighthouse  Service  will  be  found  in 
eections  126  to  132. 

205.  As  far  aa  practicable  and  as  the  conditions  of  good  administration  will  permit, 
vacancies  occurring  in  any  branch  of  service  in  Alada  will  be  filled  by  the  appoint- 
ment of  persons  examined  in  that  Territory. 

206.  Federal  podUuii  ezcept«d  frera  tmm ttiaWwi.— Under  aection  3  of  Rule  JI 
of  the  civil-service  rules,  the  following-named  classified  positions  in  Alaska  are  ex- 
cited from  examination  and  may  be  filled  without  examination  or  upt»i  noncom- 
petitive examination: 

Any  position  the  incumbent  of  which  receives  for  his  personal  ealary  compensation 
aggr^atii^  not  more  than  $300  per  annum  and  whose  official  duties  require  only  a 
portion  of  his  time  or  whose  servicee  are  needed  for  very  bri^  periods  at  intervals, 
provided  that  employment  under  this  provision  shall  not  be  for  job  work  such  as  is 
contemplated  in  section  4  of  Rule  VIU  of  the  civil-eervice  rulea. 

All  positions  which  can  not  be  filled  from  appropriate  existii^  roisters,  except 
those  in  the  Cuatoms  Service. 

In  the  Cuatoma  Service,  all  positions  in  which  persons  are  appointed  or  employed 
for  the  season  of  navigation  only. 

Positiona  in  the  Post  Office  Service. 

In  the  Forest  Service,  positiona  of  guard  and  field  asaistaut  for  reconnaissance  party 
ioi  tempoiary  employment  during  the  season  of  danger  from  fires  or  when  special  work 
requires  additions  to  the  regular  forest  force.  Persons  appointed  under  this  exception 
shall  serve  only  as  long  aa  absolutely  required  and  in  no  case  beyond  the  usual  field 
season.  Bo  f u  as  the  CommisBion  may  deem  practicaible,  such  appointments  shall 
be  made  from  the  regiaters  of  eligibles. 

All  positions  of  deputy  United  States  marshal. 

207.  Position  of  school-teacher. — The  Bureau  of  Education,  Washington,  D.  C, 
has  charge  of  public  schoob  in  Alaska  for  the  education  of  nativce,  and  requests  for  ' 
information  concemii^  such  schools  should  be  addressed  to  the  Commissioner  of 
Education,  Washington,  D.  C.  Teachers  in  schools  tor  whites  in  incorporated  towns 
in  Alaska  are  appointed  by  the  local  boards  of  education.  Teachers  in  schools  for 
whites  not  in  incorporated  towns  are  appointed  by  the  Governor  of  Alaaka,  Juneau, 
who  is  ex  officio  superintendent  of  public  instruction. 

208.  Positions  other  than  Federal.— The  United  States  Civil  Service  Commiasion 
has  jurisdiction  in  connection  with  classified  positions  in  the  Federal  civil  aervice 
only,  and  neither  the  Commiasion  nor  its  representatives  have  for  distribution  in- 
formation concerning  positions  other  than  those  in  the  Federal  aervice.  Persons 
desiring  information  relative  to  positions  under  the  conttol  of  the  Territorial  govern- 
ment of  Alaska,  or  under  any  of  the  municipalities  of  that  Territory,  should  ^ply  tQ 
the  official  in  charge  of  the  office  where  employment  is  sought. 

(lltb  DtsL] 
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DESCRIPnON    OF   EXAMINATIONS. 


(TlioeaUowid^s"oura:> 

SMond-grad*.  or  minor  clwlcal. 
(Time    allowed,    Poa^OfflcB 
Service,  l  hcmra;  other  setv- 

Tiilra.grBd6,or™bclerioal. 
(Time  allowed,  3  houis.) 

SubJMla. 

if 

Subjects. 

if 

Bubjeola. 
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10 
25 
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so 
ao 

B.  CopTine  and  coneotlnj 

5.  Copjidg    from    plaid 

5.^yinE    '£,m     plain 

TO 

a.  Qeogr^hy    and     ci.U 

J^'S..'"'"..'"'^ 

6.  Trafclng   and    eipal^ 

-— - 

_  jie  subject  oC  nadlDg  addrtSHS  la  glveo  as  subject  sli  In  the  aumlDatlaii  for  the  Post-OtBce  Serrlce; 
tor  otber  iwvlca  the  aliUi  sub)ect  Is  Unltad  States  geographj. 

>  Rated  on  applicatiOD  and  conobontlvs  aTldmce.  StBlemanta  it  to  training  and  experience  are 
acc^Ced  subject  to  vwlBcatioii. 

In  the  firet^nde  examination  competitorB  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  subjects  of  their  examinations  will  not  be  rated. 
SPECIMEN    QUESTIONS. 

FIRST- OR ADB   EZAUINATION8. 

1.  Sfellino:  Twenty  words  of  more  than  average  difficulty.  IE.  Artthuetic: 
Fundamental  rulee,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Penmanship:  Rat«d  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Report  wrttino;  Test  in  writing  in  letter  form  a  report, 
not  mor«  than  200  words  in  length,  summarizing  and  arranging  in  logical  order  a  series 
of  facts  included  in  a  given  statement  of  40O  to  600  words,  i,  Coptino  and  cor- 
RE<7nNe  KANtJscRiPT:  Test  in  making  a  smooth,  carrect«d  copy  of  a  draft  of  manu- 
script which  includes  erasures,  minpelled  words,  errors  in  syntax,  etc.    8.  Gzoa- 

RAPKT  AND  ClVn.  aOVRRHUENT  OF  THE  UNITED  STATES. 

The  following  questions  and  t«sts,  which  have  been  used,  indicate  the  general 
character  of  theae  aubjecta; 

flnt  Sublect-Spelllns^SpelliDg  Is  dicUled  b;  Uie  aumhwr.  The  words  are  written  by  the 
competilfli  in  thebUnk  spaces  Indicated  on  tlie  first  sheet  ol  the  eiraiulnatian.  All  words  should  be  com- 
menced with  capltaL  letters.  The  eiamlno'proiKniDCfB  each  word  and  glTcAitadeflnltloii-  The  competitor 
Is  required  lowiiteonly  the  word  aad  not  fts  deOniUon. 

Ctlindir:  A  long  round  bod;.  Pramitmy,-  Containing  ■  promlsei  as,  a  promlssorT  note.  Sna^ial 
Necessary  or  indispensable.  iMeemMe:  Apparent  or  ylaUHe.  Opporfunjly.-  A  at  or  oonvenleoC  time. 
DeeeilfaL-  False  or  tricky.  Dtfaaai:  Respect  or  regard.  ImeiOim:  The  act  olplaclng  In;  as,  the  Inser- 
tion of  an  adTKtIsemeni  FadUtaU;  To  make  aa>y;  a>,  to  faellltate  boslnsn.  edteBecUij/:  A  city  o[  the 
IJnlted  State!.  jl^facoU.- Lying  near  (a  bordering  on.  AntMnlr.- A  token  ol  remembrance.  Cbncedlnf.- 
YleldlDg  or  dyhig  Dp;  as,  conceding  a  point.  UnojrK-  Line  ol  deaeent  or  ancestrT;  aa,  of  royal  lineage. 
"-''■—'—'(.■  Hannful  or  tnjnrkMis;  as,  dalet«rloiis  to  health,    ffurlnxitat.-  On  a  level.   PafrimoniL'  An 


.    dirUficaU;  A  written  testimony;  «. .  ^ .    . 

resenolr.   PrinUat.'  Aright;  as,  the prlvlleaaol voting. 

. —In  solving  the  following  pnwem*  gtrt  tM  work  ta  fnll, 

■II  the  Ogures  and  mathematical  signs  naoasury  lOr  the  solaUon  ol  each  problem,  without  any  uo. 
Bgitras.   Write  the  word  "Answer*' or  Its  abbravlatlon,  "Ans.,"  after  the  i 


-, imprtoes  a  test  In  adding  munbrai  crosiwlM  and  lagthwlse.   Th^  are  usually 

if  about  twelve  wunbati  each  to  be  added,    a.  Hultlpl;  3*0?  30.73,  divide  the  produot 
I  dlfleruoe  between  7f  and  BBrh-    Chuige  all  common  fractlona 

. -, a.  New  Hninsirick  has  Be,2a4  poplla  enrolled  in  her  elementary 

schools  out  of  a  popufaukm  of  39T4M.    Baskatchnran  has  U.23G  pupils  enrolled  out  of  a  populatloii 
'  -ss.sm.    It  the  same  per  oent  of  tha  population  were  enrolled  in  Baskalchewan  that  Is  enrolled 


.      Brunswick,  wou__ , , 

by  how  many  per  cent  of  the  preemt  eorolimentT  i.  A  publlo  aquaie  is  aurroimded  by  »  walk  which 
contains  an  area  of  1  acre  and  la  3  rods  wide,  the  walk  l>dng  entirely  outslda  of  tlka  square.  What  Is 
llemiied  staiemCDt  of  the  following 
i:  make  a  uoper  luadhig;  dose  tb* 
Tune  l.lAl;  During  tiie  month  (J 
XI  Van  Riper:  Hay  1,  he  owed  them 

_._..„_  . .  -.  _jnths  lor  Ha,  recMvlng  credit  lor  Its 

prasent  worth,  t40.  Uay  4,  he  sold  tbem  MS  pounds  poA  at  131  oenta  per  pound.  Uay  6,  he  bought 
oi  them  218  bushels  wheat  at  S71  cents  per  bushel.  Uay  31,  he  atdd  tbem  TG,BSO  bricks  at  tO.M  per 
thousand.  Uay  Id,  he  tnosteied  to  them  by  indorssmeot  a  mte  given  Mm  b:;  John  Doe,  laoe  of 
[11th  Dlab] 


,  . p it  should  have 

Uay,  1011,  Voeel  &  Son  liad  the  (ollowing  transactioDS  « 
— •  *M.80.    Uay  2,  he  gave  them  Ills  — •-  •*— 


bring  down  the  I 
Ml  4  Son  had  tl 


30 


aousand.    it&j  18,  he  transflrrad  ta  tbem  b;  ludommeat  a  note  glvat  faim  br  John  Doe,  tsce  al 

EI  ptHini,  agrcetUE  to  pay  Iroight  also  at  lei  i-^nts  p«r  100  pounds,  the  IrelgRt  to  be  prepaid  by  them, 
sy  31  .they  sold  blm  t4^aa  pounds  cobI  at  tfi.SO  per  ion  or  1,240  paniuls. 

Third  8ilM«et— PtmiMiinlilp.— The  rating  on  penmanship   will   be  detennlned   by   legibility, 
fapldJty,  neamcsa,  and  eaneral  appeamnce.  and  by  coi — ' — ■"  ■---' "--  —  "—  ' ■- —  •' 


»rlilng.    No  par. 


words,  letters,  auu  puutHunnni  ui. 
ticuiar  style  oiMnmanship  ispreterrea. 
Faiutb  8u6]ect— Report  WrldDB.— In  this  eiterelse  t!  ,  ..  _.  .. 

facts,  400  to  MU  words  in  length,  whk:h  he  19  to  suDunoriio  and  arrauga  into  a  logical  and  campleie 

This  exercise  is  designed  to  test  tlie  oumpetltor's  knovledga  ol  simple  English  composition  and  bla 
general  intelligence,  ui  rating  the  report,  il3  errors  of  form  and  address,  spelling,  cflpitaUrAtion, 
punctuation,  syntai,  and  style,  and  the  arrangement,  eonciseness,  and  completeness  of  the  report  aro 


FUth  Subject— Coi 


ipTtaiRaii 


n  syntax,  spelling,  pane 


Zi.iiS.AiAi.oA/'.  u1^^>d}a^J^<xJti^ALA..£^JhtdL^^fnVn^t^9^^ 
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Stxtb  Snblect— O«ocnph7  and  CMt  OareRunent  of  the  Tlidted  atMM — QtuaUons  1,  2,  t 
otthts  subject  are  on  geogisphy  of  thB  Unlwd  Btatea  Rnd  are  atmilnr  lo  questions  1,  2,  and  4  ofsa 
grade  geograpby  as  shonn  undor  that  subject.  Questions  i  and  S  are  dd  civil  government  of  the  U 
StBUa.    Tbe  lollowing  questions  have  been  used: 

4.  (a)  Bow  are  Justices  of  the  Supreme  Court  appointedf  C*)  How  manjr  uneadmeDts  have 
added  to  the  Constitution  ol  the  United  States?  S.  (a)  Name  two  vays  in  which  s  bill  may  beco 
law  without  the  President's  signature,  (b)  Name  the  following  officials:  Speaker  of  the  NaUonal  1 
ofRepresentallves:  ChMlusUceof  the  United  States;  and  SecielaTy  ol  BtaM. 


1    EXAMINATION. 

1.  Speluno;  Twenty  words  of  average  difficulty  in  common  use.  3>  Akith- 
METic:  Embraces  addition,  mibtraction,  multiplication,  and  division  of  whole  numben, 
and  common  and  decimal  fractions.  3.  Letteb  wbitiho:  Test  in  the  use  of  the 
English  language  for  business  correepondence.  4.  Pbnuanshif:  Marked  on  legi- 
bility, rapidity,  neatness,  and  general  appearance.  S.  Copying  Feoh  main  COPT: 
An  exact  copy  of  a  few  printed  lines  in  competitor's  handwriting,  t,  {Services 
otbef  than  Fost-Office)  Gboorapht:  Questions  relating  to  the  boundaries  of  States 
and  to  capitals,  largest  cities,  rivers  and  other  bodies  of  water,  and  the  location  by 
States  of  prominent  cities;  (Post-Office  Service)  Reading  jUideesses. 

The  following  questions  and  teste,  which  have  been  used,  indicate  the  genersl 
character  of  these  subjects: 

First  Subject— Spelltaic.—epeUiag  is  dictated  by  the  exonUner.  The  witfda  are  written  by  Che 
competitor  In  the  blank  spaoBs  indinlad  on  the  flnt  slieet  of  the  examination.  All  words  should  be  com- 
menced with  eapllal  tetters.  Tbe  examiner  piuuunees  eaob  word  and  gives  Its  de&nlUon.  The  com- 
petitor is  required  to  write  onlj  tbe  woid  and  twt  lis  definition. 

Ojtpontnl:  One  who  oppossa;  as,  a  political  opponent.  PraidtTti:  Tbe  Chief  Executive  of  tbe  United 
States.  COBjatTor:  One  who  conquers.  IFiglctonx.*  Bealtblul;  as,  wholesome  food.  Ackievt.-  To 
gain;  as,  to  acbleve  suooess,  Traaguil.'  Quiet  oi  peocelui.  Dtlack:  To  separate  or  remove;  as,  la 
detach  a  leaf  trom  a  book.  Eiptmlvi:  Very  costly.  Deenut:  Death;  as,  a  person's  decease.  NalkraUt: 
Worthy  of  notice;  as,  a  noUceahle  occaskin.  Stttpiclotti:  Exciting  suspicion;  as,  a  suspicious  circum- 
stance. Terrate;  A  raised  bank  of  earth.  Rapping;  Uaklng  a  number  of  quick  blows.  Language: 
The  speech  of  a  people;  as,  the  English  language.  Scdrfuit-  A  list  or  Inventory;  as,  a  schedule  of  prices. 
Tflnf:  Bindmg  or  laslenfaig  with  a  cord.  VttleaT:  Low  or  mean.  Cattric:  A  way  or  track;  as,  a  race 
course.    Salarp:  A  staled  allowance  paid  for  services.     CMfofo,'  A  city  In  the  United  States. 

Serond  Subject— Arltluiietk>-In  solving  the  loUawlng  problems,  give  the  work  hi  loll,  dunr- 
Ing  alt  the  figures  and  mathematical  signs  necessary  lor  the  solution  of  each  problem,  without  any 
unnecessary  Sgures,  Write  tbe  word  "Answer"  or  its  abbreviation,  "Ans., "after  the  answertoeacb 
problem. 

1.  Add  the  followhig  (here  will  be  given  a  short  column  a(  flgm%)  and  subtract  l,3A4,fiOT,028  from 
ttie  sum.  2.  Multiply  .SSM  by  90tt,and  divide  tbe  product  by  ,168:.  Change  the  1)  to  a  dechual 
before  multiplying  and  solve  by  decimals.  3.  A  man  bought  a  ttrm  of  97)  acres.  He  ttten  sold  20) 
acres  at  a  toss  of  KT.SO,  receiving  (1,313.50  for  Uie  part  sold.  Bow  much  money  did  the  entire  [arm 
cost  him?  4.  A  Jeweler  paid  tWl.flO  for  old  gold  at  11.20  p«  pennyweight,  and  made  it  into  rhigs, 
welghtaig  3)  pennyweights  each.  He  sold  tbe  rings  at  tfl.SO  each.  Bow  much  more  money  did  be 
get  for  ttie  rings  than  he  paid  for  ttie  gold?  A<  A  man  cut  OS  boards,  each  IS  feet  long  and  Ifi  inches 
wide,  into  palings  each  3  fSet  long  and  2  Inches  wide.  He  sold  the  palings  for  12.50  per  hundred. 
How  much  money  did  the  palings  bringT    Make  do  allowHiice  far  saw  cnCs. 

Third  Subject— Letter  WrItlBg.— Tbe  competitor  Is  permitted  to  write  on  either  of  two  subjeoti 
given.    The  following  subject  has  been  used: 

Write  a  letter  ol  not  less  than  13S  words,  giving  your  vlewa  as  to  the  advantages  derived  from  tree 
public  libraries  In  the  principal  cltkH  of  your  Btat»,  Tliis  exercise  is  designed  ctiiefly  to  test  tbe  com- 
petitor's skill  In  ehnple  English  composition.  In  raUug  the  letter,  its  errors  in  lorm  and  address, 
in  spelling,  capitatization,  punctuation,  syntax,  and  style,  and  Its  adherence  to  the  subject,  wQI  be 


Fourth  SubJect^Feruoaiisblp^-The  rating  on  penmansblp  will  t>e  determhied  by  l^lbllttr, 
rapidity, neBtness,andgeneralappearance,aDd  hy  oorrectnu  and  uniformity  In  the  fonnatlon  ot 
words,  letteis,  and  pnnctaatian  marks  In  tbe  exercise  of  ttie  subject  at  copying  from  plain  copy. 
No  particular  style  of  penmanship  Is  preferred. 

FUtb  Subject— CMpylne  from  Plain  Copy.— N,  B.— Paragraph,  spell,  cqiltallu,  and  punctuate 
precisely  as  In  copy.    All  omissions  and  mistakes  will   be    token   Into   c«DSfderatk>n   In  rating   (his 

Make  an  exact  written  copy  ol  (he  following: 

No  recommendation  of  an  applicant,  competitor,  or  eUglble  Involving  any  d^tosure  of  tiis  polit- 
ical or  religious  opinions  or  affiliations  shall  be  raoefved,  Died,  or  considered  by  the  Commission,  by 
any  board  ol  examiners,  or  by  any  nominating  or  app«lntlnt  officer.  In  making  removals  or  ledue- 
[lltbDlrt.1 


.glc 


tlans,  or  In  Imposfaig  pimisbinent  far  dellaqueuc}'  or  mlacDncluct,  penalties  like  In  cbaracter  aball 
be  inipased  lor  IIIcr  offenses,  and  sctioa  tbereupon  sball  be  taken  lireepectiva  ol  the  political  OT 
retlgloiis  opinions  or  ainilatlDDS  of  the  offenders.  A  person  holdiog  a  position  on  the  data  sold  posl- 
tion  Is  claeslffed  under  the  ciTll-servlce  act  shall  be  entitled  to  ell  the  rights  and  beneflta  poaeeesed 
by  persons  of  the  sBniD  closa  or  grade  appointed  upoii  examtnation  under  the  proTiaiona  of  said  act. 

Kith  Subject  (Services  other  than  Post-Offlce)— Geographr-— X.  B.— Competitors  ore  call' 
tloned  not  1^  exceed  the  requirements  ol  the  questions  in  their  answers,  as  the  full  value  ol  a  point 
wilt  be  charged  for  each  Incorrect  point  in  the  answer. 

1.  Name  States,  ae  IbllowS:  Two  which  border  Florida  on  the  north;  two  which  border  Colorado  on  the 
DOttb;  two  which  border  New  York  on  the  east;  two  which  border  WisconsLn  on  Ihe  weat;  one  which 
bordera  OMgon  on  tbe  north;  one  which  bordera  New  Bampehlre  on  the  east.  a.  Name:  Thelargesttwo 
rivers  which  border  on  Kentuoky;  the  largest  two  lakes  whlcti  border  on  Ulchlgan;  the  largest  two 
sounds  on  the  coast  of  North  Carolina;  the  two  bodies  of  water  which  the  Ni^aia  River  connects;  a 
river  which  borders  on  Nevada;  the  river  an  which  Omaha  is  Bltualed.  3.  (a)  Name  the  capital  of 
each  al  the  fallowing-named  Statee:  Waehlngtun,  Uloblgan.  Arkanaas,  Ifarflond,  Uassachusetts:  (A) 
Name  the  meet  papulous  cit;  in  each  of  the  following-named  Btates:  Fennsylvonia,  Oregon,  Vermont, 
liouieiana,  Illinois.  4.  In  what  State  Is  each  of  the  following-named  promloent  cities  located:  Ashevllle, 
Trinidad,  Amsterdam,  FIndlay,  Lynchburg,  Sedalla,  Walla  Wslls,  Kcene,  Macon,  Superior? 

Slith  Suhleet  (Post-Offlte  Service)— BeadlUK  AddTes9Fs,~Tbi5  exercise  consists  of  the  read- 
ing ol  a  number  of  written  addreseea,  which  are  phoLollthographed  on  one  ahoet.  A  second  sheet  is 
lurulahed,  which  contahis  the  same  addreesca,  thcee  addraisCB  being  printed  end  containing  errors  of 
omission,  subatitiitlon,  or  ineerilon.  The  competitor  la  required  to  indicate  the  errors  In  each  printed 
addressby  drawing  a  line  below  the  word  with  pencil,  thus,  wnem  for  William,  In  00;  portion  of  a  printed 
address  which  is  not  acatrect  copy  ol  the  written  address.  He  should  not  draw  a  line  through  the  incorrect 
word  nor  write  the  correct  word  over  It,  He  should  Indicate  any  wards,  figure,  or  initials  omitted  on  the 
printed  sheet  by  the  use  ol  a  caret,  thus,  A;  but  shoitld  hoi  Indlcsta  the  omission  or  substitution  of  a 
particular  letter  In  a  word  by  the  use  of  s  caret.  Words  abbreviated  In  the  written  address,  but  printed 
In  full  In  the  printed  address,  areregorded  OS  corret  If  the  correct  words  are  printed.  SiSerencesinpunctn- 
atlon  or  capitallzstlon  are  not  regarded  as  errors.  All  competitors  will  be  started  at  a  given  algnal  and  wUl 
he  stopped  together  et  the  end  of  ten  (10)  mtautaa.    The  rating  will  be  delermfaied  on  aceutaoy  only. 

The  [allowing  are  Olustrstions  of  the  method  which  should  be  pursued  in  indicating  erraia: 
WRITTEN  ADDRESS— COBHECT. 

PRINTED  ADDRESS— WITH  ERRORS  NOTED. 


WRITTEN  ADDRESS-CORRECT. 


^^^ 


iZ^  JC^,,^'^^,-,,  *^^i<Sw4 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Malor  A  A.  T.  Chandler, 
Fort^b^^OTj^ldei^County,  I 


r..od:-/GoOi^Ic 


33 

THIBD-OBADB    EXAMINATION. 

1.  Sfbllino:  Twenty  Bimple  words  in  ordinary  nee.  9.  Arttbubtic:  Embraces 
addition,  subtraction,  nmltipiication,  and  diviHion  of  whole  numbers  and  ot  United 
States  money.  S.  Lbtteii  w&rriKa:  Test  in  the  uae  oi  the  English  language  for 
business  correspondence,  i.  Penmanship:  Marked  on  legibility,  rapidity,  neatneaa, 
and  general  appearance.  &.  Cofyino  wboh  flath  copy;  An  eitact  copy  of  a  few 
printed  lines,  in  competitor's  handwriting.    6.  Traindjo,  Ejcpehience,  .vnd  FrrNESs. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general  char- 
acter of  these  subjects: 

First  Subject— Spcllln|[.—Bp«tlliig  Is  dlotated  bf  the  examiner.  The  vords  an  writlcn  b;  tbs 
competilor  in  the  blank  apecea  Indlcaled  on  Che  Qnt  sheet  of  tlie  BiBrnfnatlon.  All  words  should  b« 
commenced  vlth  capital  letlera.  The  examiner  proDounc«e  each  word  and  glvee  Its  deflnitloii.  The 
competitor  is  required  to  wrlt«  only  the  word  and  not  Ife  definition. 

5tvar.-  A  Bweet  substance  made  from  the  juice  ot  the  sugar  cane.  Fledge;  Somethhig  given  as  wcuHty. 
CatHer;  One  who  has  charge  or  money  Id  a  bank.  Fietirt:  A  mark  representlag  a  number.  Carr^nf.- 
Conveying  or  transporting  in  any  way,  Briadili;  The  measure  Irom  side  to  side.  StitO:  The  amount  ot 
paper  made  in  one  body  or  piece;  as,  a  sheet  ot  paper.  Eaiilii;  In  an  easy  manner.  Frontier:  The  border 
orlimllsolacountry.  Falttnce;  The  state  or  quality  ol  being  patient.  Oueti;  The  act  ol  guessing;  as,  to 
guess  at  one's  weight.  ThrtiiL-  The  act  ot  threatening;  as,  to  make  a  threat.  Diamond:  A  precious  gem. 
Viiil:  To  go  to  see;  as,  to  visit  a  triend.  fiepair.-  To  mend  or  make  over;  as,  lo  repair  cloUies.  PiopU: 
Tbe  body  ot  peisons  composing  a  nation;  as,  the  American  people.  Be^ire;  To  be  lo  need  ol:  as,  to 
requh'e  money.  Oreaae:  SoR  animal  lat.  Aniacr:  Toieplylo;  as,  to  answer  a  letter.  £iul.'  To  live;  as, 
lo  exist  In  poverty. 

Second  Snbleet—AiHIimctle.— In  solving  problems  the  proecssee  should  be  not  maely  IndJcaCed. 
but  all  the  Bguree  Qecessary  In  solving  eacb  problem  should  be  given  In  full.  Tbe  answer  to  each  i»ob- 
lem  should  be  Indksatod  by  writing  "Ans."  after  It. 

1.  (This  question  will  consist  of  a  short  column  ot  figures  to  be  added.)  2.  Divide  2,40S,588  by  1,T32. 
3.  Multiply  S,613  by  SOS,  and  tben  subtract  9S,7M.  4.  A  merchant,  who  spent  (225,  bought  6fl  pounds  at 
butter  atSOcents  per  pound,  MbamlaD(applesatt2.25  per  barrel,  and  spent  the  remainder  torcoOee.  How 
much  did  he  spend  lor  coffeeT  Jt.  During  the  month  ol  August  45O,0a0  bushels  ot  wheat  were  sbjpped 
from  a  certain  port.  During  September  S7,0GO  more  bushels  were  shipped  than  during  August.  What 
was  the  tolal  number  ol  bushetg  shipped  In  the  two  months? 

TUid  Subject— Letter  Writing.— The  competitor  Is  permitted  to  write  on  either  of  two  subjects 
given.    The  following  subject  has  been  used: 

Write  a  letter  centring  not  less  than  100  words  stating  some  ot  the  advant^ss  now  derived  by  mankind 
tram  the  art  of  printing.  This  exercise  la  designed  chiefly  to  test  the  competitor's  skill  hi  simple  English 
composition.  In  rating  the  letter  its  errors  In  tonn  and  address,  in  spellhig,  capilallzatlon,  punctuation, 
syntax,  and  style,  and  lie  adherence  to  the  subject,  wUI  be  considered. 

Fourtb  Sub Ject^Pen manship.- The  rating  on  penmanship  will  be  determined  by  legibility,  rapid- 
ity, neatness,  and  general  appearance,  and  by  correctness  and  uniformity  hi  the  formation  ot  words, 
letters,  and  punctuation  marks  hi  the  exercfss  ot  the  filth  subject— copying  from  plain  copy.  No  par- 
ticular style  ol  penmanship  is  preferred. 

FIttb  Subject— Copying  trom  Pli^  Copy,— N.  B.— Paragraph,  spell,  capllallie,  and  pnnctuate 
precisely  as  m  the  copy.  All  omiaalons  and  mistakes  will  be  taken  uito  consideration  In  rathig  this 
subject. 

Make  art  €3^a  tCTitteiteop]i'^thtfo!liiuiiitf; 

The  present  postal  policy  is  lo  carry  newspapers  in  some  caesa  free,  and  in  all  other  cases  at  much  hiwer 
rates  ot  postage  than  is  oharged  for  lettoia;  the  one  being  for  the  public  weal,  while  the  other  la  for  private 
benefit.  It  the  telegraph  becomes  a  part  ot  the  service,  Itwillstlllbetheduty  ot  the  Department  to  trans- 
mit telegiame  tar  the  press  at  much  lower  rates  than  for  private  Individuals. 

BRIEF  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  soon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are 
rated  and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating; 

BtTLES  fOR  BSTIHO  SPELLTNO.  From    lOO 

1.  Foreacherrorlnspellingwhen  tlie  exercise  consists  of  M  words S 

Z.  For  each  error  In  capitalization 1 

3.  For  each  failure  to  use  or  tor  each  wrong  use  of  the  hyphen  and  for  each  improper  division  of  a 

word  into  a  compound  word  when  required  lo  bo  writlen  solid 2 
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1.  Farttdi  vrwc  iKwaai,  piodadv  incamct  raault.  In  pwpoctiqp  to  tte  anrtar  cf  ilipa  ttt- 

volvad  uid gravity  oJarar -,„_-- ^^... _.    1 

2.  Foe  deoirnul  ATTor  and  for  eachevosiaii  otadodjnaJ  or  common  Fraotion  test... ^..... 

3.  For eacii error  tncoDlput&tlon  or  Ib Pop jfngfnnn 'tin  prinlBd  question  or fnaawDrk.,...^... 

4.  FgniaMCtTaTs,«»h»awn«iEliidtoBliBn«l«aifTBctpriii»3^MtMrt<etortiMM»l>t«atpaaWu- 

atim,  ImpnqHi'  uh  al  symbcfa  Wdwigiwlion,  irapiopB' « iacarmt  daiigmlinn  al  ■  putia) 
or  final  result,  etc. - 

5.  For  laliuTB  lo  sliow  work  as  leQulred  in  siflutlon  or  proHems 5 


In  fstinc  am  lanra,  ib  amiri!  In  ktwa  mod  ■ddnes,  ta  jailing,  iMplhUMiHoB,  piractuaaoD,  «ystei,  and 
■tjie,  and  lis  wUiennca  to  and  Irmlmnnl  al  ttB  sobiaiX  glion  an  eaauklcnd,  uid  iU  vdas,  1>  lbs  )al%- 

BOit  rf  tiw  HuaiBea,  deCtRBiBCd  on  aaeala  of  ua. 
In  determinini^  the  rating  for  letter  wiiLIntitis^i^iir&rltea^uniBS'tobei^iiidadlBa^amal  wvjb7 

fax,  tOto^  prKtwaflT  wwIUsk,  xs  fci «. 

XULES  rOB  KAIINQ  BEF<»T  VUTING. 

&I  gsnErtf ,  b  addWuil  tocondseness  and  complelfliHra  of  tbe  sumnary,  the  same  dements  win  be  con- 
Eldered  in  ntlBg  tMs  snt^ect  as  an  considered  in  rating  letWr  writing,  and  t)ie  ratings  niU  be  detenninel 
tipoe  piaMJcdl  J  the  same  basis. 

Penmanship  is  rated  according  M  its  value  on  a  scale  of  100.  In  determining  the  tafli%  Icf^lintr, 
f^iidit;,  naatnets,  and  gaaanl  i^piKrBiKe,  e  weU  »  carauns  and  nidiBniiit;  in  On  foraMOm  of 
vords,  IMtBis,  and  pnnctnatlBn  buAb,  ore  ceasidered,  irad  it  ts  props-  lor  axuriasB  to  be  guided  b  • 
geoBT^  way  by  the  following  scheme:  Eicellent,  flOtoSS;  mrygood,  Silo8B;  goed,  88to75i  on.iBBcy,  W 
ta  79;  pom,  nta  4S:  va;  pow,  M  to  S^  below  tfw  grade  of  "lecy  poof,"  SB  M 10. 

Kliuui  lox  aAima  coFYDta  raou  n.uH  corr.  »i«m  IM 

deduct— 

1.  For  eacb  wOTd  or  flgure  omitlBd,  repeated,  subsatnled,  or  Improperly  ioserlBd. , 6 

3.  For  each  error  in  spelling,  for  each  tjanspoalllo%  for  eBChabbreFlatloiinotlntheci^y,C(>reach 
failure  to  capitalize  according  to  eaps,  tot  each  failure  Co  junctuste' according  to  copy,  for 
each  lanure  to  indent  margin  as  in  copy,  For  each  error  Inparagiaphlite,  and  (or  iiregulailty  Id 
latt-hand  margin B 

S.  For  eacti  misdivisian  of  a  word  at  the  ead  of  a  line,  tar  each  omission  or  Improper  use  of  the 
hyphen  in  dlriding  a  word  at  the  end  of  a  line,  for  ea^  word  altered.  Interlined,  or  canceled, 
tor  each  Mot  or  jninor  erasure.  It  not  neat _ __ 1 

4^  For  any  other  deriation  from  copy  not  coTBrad  by  the  fa'flgidii£,DhBrEas  are  made  in  tbadiscre- 
tlDB  ol  the  examiners, 

Kmxa  n>B  ba^wo  iajpiikis  tJn>  contEcrm^  MAnrscmrr,  nssr  orahb.  Fnnn  lOD 

1.  ForeMbmorJa  qiid!liig<Btiy  on  charge  lobe  madalsrthei^BatediBi^piAlBgDtQieaaaa 

wiin3iatliaEUiieinuuMrI:l«'ea[k«roriB  ■ynisi  (ne  ctaaign  to  be  nude  fer  cvasquBnliBl 
errors);  fra-eachwordomitted.inserleil,  or  substltuled  which  avoidsatestorcauses  an  essential 
change  In  meaning;  for  failure  lo  write  any  transposition,  lioartiiin,  a- indomni as  indicated; 
(or  ree  tari)«  a  wad  at  wardEcatoetod  IB  Ibe  eepy  (coi  y  3  to  be  charged  tr  n^srlic  any  grcnp 
ADC^yj;  tvea^  Important  word  oaltted  from  a  i^vaiB  or  oOer 
* 

2.  FotmaMi^any transpasitiimeCavDrdcrgrDiiiiefwadsnatindletdedifEirMieliabtoeviatim: 

lor  irregularity  in  left-hand  margin  |ln  each  at  the  three  cases  indicated  according  to  gravity 
ettmr) Hot 

3.  For  writing  part  of  the  exercise  and  Hibb  ocanmoicliii  leain;  lor  signing  name S 

4.  For  each  change  in  tense  or  number  which  does  not  result  in  an  error  of  syntax  or  radical  change 

in  ^■*«"'"£  (tajly  aaa  ^lacge  to  be  made  liv  a  oaodsttut  Gaquence  of  changes);  br  eadi  word 
oudtted,  inserted,  substituted,  or  repeated  which  does  not  avoid  s  lest  or  cause  an  exsantial 
change  in  meaning;  Inr  each  error  in  capitalization,  punctuation,  ladantatlon,  paragraptilng, 
or  in  division  of  words;  Bweach  omissimi  of  Wie  hyphen  w  tM  placing  it  at  the  beginning  of 
the  line  Instead  of  at  the  end  of  the  precedlDgllne  (total  charges  in  either  case  not  to  exceed  S); 
tar  steaographio  periods  (only  one  charge  in  exercise);  lor  each  blot,  each  word  interlined  or 
cannded,  each  allaratlan  or  erasure  il  nut  neat  (not  mote  thai  S  to  be  ehacgsd  kr  aay  ma 

5.  For  paraphrasing  tlie  langu^e  of  the  text,  aoeocdlag  la  gravity  eJaror ito  KM) 
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«er  a  spocifleil  number  ot  Stil«3,  countrin,  cJHes,  rivers,  or 
1  greater  Dumber  than  Is  requlied  by  the  questkin,  each  in 
of  a  required  part. 


;  this  subject  each  answer  Is 

I. 

lequostion  requires  ia  the  an 

int  ahoU  be  charged  the  tbLu 


The  ratlti£  oD  tills  subject  la  for  accoraey  oni|r,    A  charge  of  2  is  madeforeacheTTOToromlssLeninnotiDe 
the  errors  on  the  printed  sheet  when  compared  with  tbe  correct  written  addresses  given.    Tbe  diflerence 


In  rating,  each  answer  will  be  rated  In  the  Judgment  of  the  examiners  aceotding  to  Its  value  on  a 
otlOO. 

When  the  questioD  requires  hi  the  answer  a  speclBed  number  of  parts  or  points,  and  the  answer  f 
hicludes  H  greater  number,  each  Incorrect  part  or  point  shall  be  charged  the  value  of  a  required  pari 
[12thDIst.l 


4.  All  civil-eervice  work  pertaining  to  the  poeitione  named  in  section  3  ib  under  the 

direction  of  a  district  secretary,  eubject  tfl  the  eupervision  of  the  United  States  Gvil 
Service  Commission.  The  addre*  of  the  district  secretary  is;  "Secretary,  Tenth 
Civil-Service  District,  Customhouse,  New  Orleans,  Ia." 

5.  For  information  concerning  vacancies  and  salaries  of  positions  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  positions  covered  by  this  publication  are  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Per- 
sona who  wish  to  take  any  of  the  eiaminations  described  should  follow  the  directions 
contained  in  this  pamphlet.  In  writing  for  application  forma  or  for  information  the 
name  of  the  examination  desired  should  always  be  stated.  The  application  form 
when  received  should  be  carefully  filled  out  in  accordance  with  the  infitructiona 
printed  thereon  and  mailed  without  delay  to  the  Secretary,  Tenth  Civil-Service  Dis- 
trict, New  Orleans,  La.  If  the  application  is  received  by  the  district  secretary  within 
the  time  prescribed  for  the  receipt  of  applications,  and  the  applicant  is  found  to  be 
entitled  la  the  examination  requested,  a  card  will  be  sent  to  him  in  sufficient  time  to 
admit  hijn  to  the  examination  if  a  mental  test  is  required. 

If  an  averse  percentage  of  70  or  more  is  attained  in  the  examinatioa  (65  or  more  in 
the  case  of  persons  honorably  discharged  from  the  United  States  military  or  naval 
service /ocrfisn.WKty  incurred  in  the  linn  of  diUy),  the  applicant  becomes  an  "el^ble" 
(that  IS,  eligible  for  appointment  when  reached  in  the  order  of  his  etandii^)  and  his 
name  is  placed  on  a  "register  of  eligibles."    (Seep.  23.) 

7.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to  give 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
office  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
tail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
Usually  at  least  4  cents  is  required.  When  forwarding  applications,  letters,  or  other 
communications  to  the  district  secretary,  the  address  of  the  applicant  or  the  writer 
of  thecommunicationshouldbe  placed  in  tlie  upper  left-hand  comer  of  the  envelope. 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  district 
secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exami- 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  all^iance  to  the  United  Slates.  (See 
sec.  26.) 

(5)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limit.     (See  sec.  23.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  of  both  arms  or  both  legs,  loss  of  arm  and  leg,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  uncompensated  valvular  disease  of  the  heart, 
locomotor  ataxia,  cancer,  Bright's  disease,  diabAes,  or  is  otherwise  physically  dis- 
qualified for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excess. 

(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the  Navy, 
respectively.    (Written  permissioD  must  be  filed  with  the  formal  application.) 
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(J)  That  he  has,  within  approxiinately  one  year,  passed  the  si 
which  he  again  desires  to  apply.  This  restricticm  shall  not  apply  to  peiaona  who, 
haying  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(g)  That  he  has  been  diamisBed  from  the  Federal  service  for  delinquency  or  mis- 
conduct within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismisied 
from  the  service  rcBts  with  the  ConuniBsion,  and  each  case  of  this  character  will  be 
considered  on  ite  individual  merits. 

(k)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of  hia 
probationary  service.    (See  sec.  198.) 

(»)  That  he  has  made  a  false  statement  in  hia  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

(j)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  service  of 
the  Unit«d  States. 

DEAF-MUTES. 

9.  The  President,  on  April  7,  1909,  issued  the  following  order  in  regard  to  the 
admission  of  deaf-mut«8  to  civil-service  examinations: 

I>8^-mul«s  may  be  admitted  to  eiaminatlons  tor  bU  places  In  the  classified  civil  service  of  tbe  United 
States  whose  duties.  In  the  opinion  ol  the  heads  ol  Uie  several  executive  departments,  they  maj-  be  con- 
sidered capable  ot  perlonnlag,  sad  ettch  department  will  lumlsb  to  the  Civil  Service  CommlsEliM  a  list 
olauch  positions,  niiich  list  shall  not  be  cttanged  without  previous  notice  to  the  Commission  and  in  aocivd- 
ance  with  which  the  Commlssloii  shall  certU;  or  withhold  Irom  certiflcatlon  deat-mutes  as  they  are  reached 
In  their  order 

Form  1TS6,  containii^  a  list  of  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  Bent  upon  request. 

PREFERENCE  IN  APPOINTMENT. 

10.  Section  1754  of  the  Revised  Statutes  provides  tbat  persons  honorably  dis- 
chai^ed  from  the  military  or  naval  service  by  reason  ofdUability  resulting  from  wounds 
received  or  ejekness  incurred  in  the  liru  o/  duty  shall  be  preferred  for  appointments  to 
the  civil  offices,  provided  they  are  found  to  possess  the  business  capacity  necessary 
for  the  proper  diecbai^  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  the  Commission  has  the  followii^  advantages:  (a)  He  is  released  from 
all  age  limitations;  (6)  he  has  to  attain  an  average  percent!^  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  attained  an 
average  percent^e  of  69,  his  name  is  placed  upon  the  register  above  and  is  certified 
before  those  of  persons  who  have  not  been  allowed  preference;  and  (d)  he  is  released 
from  the  law  and  rules  relating  to  apportionment  of  appointmentfl.  (Appointments 
outside  of  Washington,  D.  C,  are  not  apportioned.)  If  on  tbe  same  register  the  names 
of  more  than  one  preference  claimant  appear,  the  name  of  the  claimant  having  the 
behest  aven^  percentage  will,  of  course,  head  the  list.  Persons  entitled  to  prefer- 
ence under  this  section  are  not  released  from  any  requirement  as  to  physical  condi- 
tion or  from  any  other  requirement  of  the  examination  for  which  application  is  made, 
except  those  specifically  mentioned  in  the  preceding  paragraph.  Preference  under 
this  section  does  not  apply  to  promotion  examinations  or  to  examinations  for  the 
Philippine  Service.  Previous  employment  in  the  Government  service  does  not  en- 
title an  eligible  to  preference  in  appointment. 
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GENERAL  INFORMATION. 

11.  A  person  holding  a  classified  pueitiun  will  not  be  peimitted  to  compete  in  ao 
examination  of  tbe  eame  kind  as  that  given  for  the  poeition  occupied  or  of  the  kind 
which  reBulted  in  appointment  to  the  service  until  after  three  years  from  the  date  of 
appointment,  with  the  following  exceptions: 

(q)  The  three-year  limitation  ahall  not  apply  to  aiiy  penton  who  has  been  appointed 
and  who  deeiree  to  be  examined  for  the  same  position  in  another  of  the  four  branches 
of  the  service  (departmental,  field,  Philippine,  and  Isthmian  Canal). 

(b)  The  three-year  limitation  shall  not  apply  to  any  person  who  is  to  be  diemisBed 
from  the  service  within  the  three  years  on  account  of  necessary  reduction  of  force 
and  who  has  not  been  examined  within  approximately  one  year  from  the  date  of  the 
exaoiination  to  which  such  person  seeks  entrance. 

(c)  The  three-year  limitation  shall  not  apply  to  any  person  who  has  been  appointed 
from  the  typewriter  examinatiou  and  who  desires  to  take  the  stenogmpher  examina- 
tion or  the  stenographer  and  typewriter  examinatiou  for  the  same  branch  of  the  serv- 
ice. In  case  such  person  passes  the  stenc^rapber  and  typewriter  examination  his 
name  will  not  be  entered  upon  the  typewriter  register. 

(d)  The  three-year  limitation  shall  not  apply  to  any  person  who  has  been  appointed 
from  the  stenographer  examination  and  who  desires  to  take  the  typewriter  examina- 
tion or  the  stenographer  and  typewriter  examination  for  the  same  branch  of  the  serv- 
ice. In  case  aueb  person  passes  the  stenc^rapher  and  typewriter  examination  his 
name  will  not  be  entered  upon  tbe  atent^rapbcr  register. 

12,  It  is  not  necessary  for  a  person  lo  resign  a  Government  position  in  order  to  take 
an  examination  for  a  position  of  a  kind  different  from  that  occupied  and  of  a  kind 
difierent  from  that  which  resulted  in  appointment  to  the  service. 

13.  A  person  who  passes  in  an  examination  will  not  be  allowed  reexamination 
for  the  same  position,  or  for  any  position  covered  by  the  same  examination,  until 
approximately  one  year  after  the  date  of  the  former  examination,  whether  or  not 
the  competitor  has  been  three  times  certified.  This  does  not  apply  to  a  person  who 
baa  been  examined  for  the  Departmental,  Isthmian  Canal,  or  Philippine  Service  . 
and  who  desires  examination  for  the  Field  Service,  or  vice  versa.  A  person  who 
has  been  notified  of  failure  to  pass  in  an  examination  may,  upon  filing  a  new  appli- 
cation ia  due  time,  enter  the  next  examination  when  held.  Reexamination  for  rea- 
sons other  than  those  named  above  will  be  granted  only  in  evry  exceptional  cases, 
in  which  injustice  has  for  any  reason  been  done  or  suffered,  and  in  such  cases  the 
request  for  reexariiination  must  be  accompanied  by  a  sworn  statement  of  the  alleged 
facts  upon  which  it  is  based.  A  simple  statement  that  the  applicant  did  not  do 
himself  justice  will  not  be  ri^arded  as  sufficient  ground  for  allowing  a  reexamination. 
An  applicant  who  is  sick  or  who  is  recovering  from  sickness  when  he  enters  an  exami- 
nation, or  who  is  taken  sick  during  an  examination,  must  abide  by  the  result  of  his 
examination,  whether  or  not  he  states  in  his  declaration  sheet  that  be  is  physically 
unable  to  do  himself  justice.  In  case  of  reexamination  all  subjects  of  the  examiiuition 
must  be  taken, 

14,  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  the  exami- 
nations not  because  of  a  lack  of  knowledge,  but  through  baste  and  carelessness  in 
reading  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  exercised  to  comply  with  every  requirement.  In  the 
examinations,  while  competitors  must  complete  their  work  within  a  prescribed  period, 
the  time  allowed  is  ample  for  the  careful  consideration  of  every  question  given. 

16.  Under  section  28  of  the  Criminal  Code  of  the  United  States  any  false  statement 
in  an  application,  alterattnn  ot  a  vouclier  or  certlflcate,  or  the  presentation  to  the  Com- 
mission of  any  ancli  paper  is  a  vlolatlaii  ol  the  law.    A  number  of  persons  gnlltf  nndei 
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the  itatnte  mentloiied  hdve  been  cooTlcted.  The  United  States  Snpreme  Court  lias 
held  that  It  is  not  essential  to  cha^e  oi  prove  an  actual  financial  or  property  loss  to 
make  a  case  of  defrsndlnE  the  United  States  under  the  statute. 

16.  The  time  of  filing  application  Bometimea  detcrminea  the  relative  position  ol  an 
eligible  on  the  regiater,  for  the  reason  tkat  when  two  eligibleB  have  the  same  aven^ 
the  one  whose  application  is  Hied  in  complete  form  first  is  placed  on  the  register 
ahead  of  the  other. 

IT.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  exam-    . 
ined  must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
the  dat«  aet  for  the  close  of  the  receipt  of  applications,  or  no  change  will  he  made. 

18.  The  Commission  ia  not  responsible  for  delay  in  receipt  ot  applications.  Appli- 
cationB  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid,  Mailii^  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unleaa  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

19.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, should  keep  the  district  secretary  informed  ol  any  change  of  postHDfEco  address. 
Failure  to  do  bo  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  and  dat«  of  the  examination  taken,  and,  if 
educational,  the  place  of  examination. 

20.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  aver^es  as  soon  as  the  rating  of  their  papers  is  com- 
pleted,. Nothing  can  be  gained  by  writing  to  cither  the  district  secretary  or  the 
Commission  to  expedito  the  rating. 

21.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  piiblic  service  in  the  grades  covered  by  that  act  no  other  member 
ot  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bets  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  o£  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for 
examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligible, 
but  hie  name  will  not  be  cciified  for  appointment  so  long  as  two  or  more  members  of 
his  family  are  in  the  service. 

22.  A  person  shown  by  his  application  to  have  not  more  than  one  member  of  his 
family  employed  in  the  service,  and  who  is  therefore  apparently  eligible  tor  certifi- 
cation and  appointment,  may  become  ineligible  through  the  appointment  of  other 
members  of  his  family  subsequent  to  the  filing  of  his  application.  Every  eligible 
must  therefore  promptly  inform  the  district  secretary  when  any  additional  members 
of  his  family  are  appointed  to  the  classified  service,  and  be  is  warned  that  if  he  fails 
to  thus  notify  the  district  secretary  and  there  results  a  tender  ot  appointment  which 
he  accepts,  hia  appointment  will  be  illegal  if  two  members  of  his  family  are  then 
employed  in  the  classified  service,  and  any  expense  incurred  in  reporting  for  duty 
or  otherwise  will  be  at  his  own  risk. 

23.  When  ^e  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  (o  an  examination  if  on  the  date  ot  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years,  he  will  be  admitted  to  examination  it  on  the  date  thereof  he  has 
reached  hia  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  his  fortieth  birthday.  (Sec  sec.  86.)  The  age  limits 
for  all  examinations  are  waived  in  the  case  of  persons  honorably  discharged  from  the 
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United  States  military  or  naval  service  hy  reanon  o/  iKsability  resulting  from  woundx 
received  or  nctneat  ineurredin  the  line  of  duty. 

24.  The  CommisHion  will  cloee  the  distributioa  or  receipt  of  applicatioua  for  any 
exanunation  when,  in  ita  judgment,  a  sufficient  number  have  been  clistnbut«d  or 
received. 

25.  It  the  needs  of  the  service  make  such  action  adviBable,  the  Commiaaion  may 
postpone  or  cancel  an  eianiination.  When  an  examination  ia  postponed  or  canceled, 
peisons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

26.  All  applicants  must  make  oath  in  their  applications  to  their  United  States  citi- 
zenship or  allegiance.  In  the  case  of  a  foreign-born  citizen,  citizenship  must  be  fully 
proved  in  one  of  the  following  ways: 

(a)  If  natuialized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  iu  the  application,  it  will  be  necessary  for  the 
applicant  to  prove  his  identity  by  submitting  the  affidavits  of  two  disinterested  citi- 
zens to  the  efiect  that  the  applicant  is  the  identical  peison  te  whom  the  certificate 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  afli- 
davits  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
BO  naturalized. 

{c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marri^e 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  evidence  of 
marriage,  accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted, 

(d)  If  naturalized  by  marriage  to  a  native  American  citizen,  &e  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  liiat 
the  husband  (the  name  te  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
citizen.    The  affidavit  should,  if  possible,  show  place  and  date  of  the  husband's  birth. 

(e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  tacts  as  claimed.  If  the  parenta  are  naturalized  citizens,  their  citizenship 
must  be  proved  as  in  (6)  above. 

(/)  If  the  applicant  has  been  honorably  discharged  from  the  Regular  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as 
provided  by  section  2166,  Revised  Statutes. 

(g)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
alter  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corps 
after  one  enlistment,  he  may  be  admitted  to  citizenship  upon  filing  petition  with 
proper  court  as  provided  by  2Sth  Statutes  at  Large,  page  124. 

27.  An  application  from  a  foreign-bom  person  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  te  become 
a  citizen  wilt  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  ■ 
ordinal  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that 
issued  them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should 
be  obtained. 

28.  When  a  person  has  once  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  but  he  should  state  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  be  has  furnished  proof  of 
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CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

29.  The  CommieBion  has  no  connection  with  any  civil-iervice  school  or  inBtitute 
doing  buBineaa  by  correspondence  or  otherwise,  and  has  no  inionnation  to  furnish  in 
r^ard  to  such.  Bepreeentatives  of  schools  are  not  pennitted  lo  inspect  the  exEuni- 
nation  papers  of  competitors.  Authentic  information  in  r^srd  to  examinations  may 
be  obtained  only  from  the  United  States  Civil  Service  Conuniseioa  or  the  district 
Becretary,  and  without  coat.  The  Commission  is  in  no  way  reaponBible  for  any  Htate- 
meals  contained  in  the  advertisementfl  of  Bchools. 

FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

30.  For  positions  in  field  branches  of  the  service  which  require  a  mental  test,  but 
do  not  require  technical  qualifications,  examinatioDS  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

First-grade,  or  clerical. 
Second-grade,  or  minor-clerical. 
Third-grade,  or  subclerical. 

31.  EUelhleB  on  the  first  and  third  grade  reglBters  wOl  he  certifled  for  fllltng  vacan- 
oies  sa  they  may  occur  In  any  branch  of  the  Field  Service  in  positions  covered  by  the 
grade  of  examination  they  have  passed.  (Bee  regnlatlo&B  governing  certifications,  p.  23.) 
Applicants  for  the  first  and  third  grade  examinattons  should  therefore  apply  tor  "all 
■errlceH"  In  theli  applloatians,  unless  there  are  one  or  more  services  In  which  they 
will  not  aco^  appointment.  In  this  event  Ihey  should  specifically  eniunerate  in 
their  applloattons  (he  services  In  which  appointment  Is  NOT  desired  in  order  Oiat 
their  names  may  not  be  certified  for  those  services.  The  second-grade  examination 
is  given  loT  the  positions  of  clerk  and  carrier  in  the  PostOfflce  Service,  and  seldom 
for  any  other  posltloiiB. 

32.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  desired  must  be  made  in  writing;  otherwise  no  change  will  be  made. 

33.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
dal«  or  during  the  same  seriea  of  examinations. 

34.  A  request  for  a.  chai^  in  the  grade  of  examination  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
dst«set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change  will  be  made. 

TBB  FIBST-aRADE,  OR  CI.E!RICAL,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  p.  26.) 

35.  The  minimum  age  limit  for  admission  to  this  examination  is  18  years,  there 
being  no  maximum  age  limit;  but  no  person  under  21  years  of  age  on  the  day  of 
examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper,  gauger, 
or  storekeeper-gauger  in  the  Internal -Revenue  Service;  and  no  person  under  21  or 
more  than  45  years  of  age  on  the  day  of  examination  will  be  eligible  for  appointment 
as  day  inspector  or  assistant  weigher  in  the  Customs  Service,  or  to  any  position  in 
that  service  whose  duties  are  partly  those  of  inspector.    (See  sec.  68.) 

36.  Application  form  1371  is  required. 

S7.  This  examination  is  given  for  the  positions  of  assistant  weigher,  day  in- 
spector, clerk,  inspectresB,  storekeeper  (classed  as  clerk),  cashier,  deputy  officer, 
gauger,and  sampler  (general  merchandise),  in  the  Customs  Service  (see  sec.  68);  clerk, 
office  deputy  collector,  division  deputy  collector,  gauger,  storekeeper,  and  storekeeper- 
gauger,  in  the  Internal-Revenue  Service;  the  position  of  clerk  in  the  Mint  Service; 
the  position  of  office  deputy  United  States  marshal,  and  clerical  positions  requiring 
similar  qualifications  in  the  services  named  and  other  field  branches.  Fersoia 
desiring  examination  for  any  of  these  poaftions  should  apply  for  the  "First-Orade,  or 
Olerical,"  examination. 
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38.  This  examination  will  lie  held  annually  on  the  first  Saturday  in  February,  at 
the  places  named  below,  except  when  the  number  of  eligibles  on  the  roister  in  any 
case  is  sufficient  to  meet  the  needs  of  the  service  the  examination  for  that  place  will 
be  postponed  untU  the  next  year: 

Louisiana;  Texas — Contioued.  Texas— Continued 

Alexandria.  Corpus  Christi.  Houston. 

New  Orleans.  Dallas.  Laredo. 

Shreveport.  Eagle  Pass.  Port  Arthur. 

Texas:  El  Paso,  San  Antonio. 

Austin.  Fort  Worth.  Waco. 

Brownsville.  Giftlveston. 

39.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
ilanuary,  either  from  the  local  secretaries  at  the  post  offices  or  customhoases  in  the 
cities  named,  or  from  the  Secretary,  Tenth  Civil-Service  District,  New  Orleans,  La. 
To  receive  consideration  for  the  February  exsjnination  applications  must  be  ffied 
with  the  district  secretary  at  New  Orleans  not  later  than  the  hour  of  closing  business 
on  January  2.    Applications  received  after  the  time  specified  will  not  be  accepted. 

40.  Should  it  become  necessary',  to  meet  the  needs  of  the  service,  to  hold  examina- 
tbns  at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the  annual 
examination  in  Fobruarj',  due  announcement  of  such  extra  examinations  will  be  made. 

41.  A  person  who  has  passed  the  ffi^t^rade  examination  for  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  examina- 
tion in  another  city.  (See  sec.  if.)  A  person  who  fails  in  the  examination  may  take 
the  next  examination,  regardless  of  the  time  intervening. 

THE  SECOND-GRADE,  OR  HINOR  Cl,EKICAr.,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  pp.  28  and  29.) 

42.  This  examination  is  given  for  the  positions  of  clerk,  and  carrier  for  city  delivery, 
in  the  Post-Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other  serv- 
ices. Full  information  concerning  the  Post-Office  Service,  including  dates  and  places 
of  examinations,  will  be  found  on  pages  11  to  15,  inclusive. 

43.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post-Offlce,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  28,  omitting  the  test  in  reading  addresses,  and  with 
the  addition  of  such  other  testa  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced . 

THE  THIRD-ORADE,  OB  81TBCI.GRICAI.,  XTSA MUTATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  p.  30.) 

44.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 
age  limit. 

45.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required. 

46.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  and  night 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer, 
skilled  laborer,  and  positions  requiring  similar  qualifications,  in  the  service  named 
and  other  field  branches,  (Specific  information  concerning  examinations  for  the 
positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  page  21.)  Per- 
sons desiring  to  become  eligible  for  appointment  to  any  of  these  positions,  except 
elevator  conductor  and  messenger  boy,  should  apply  for  the  "Third-Grade,  or  Sub- 
clerical,"  examination. 

47.  The  term  "skilled  laborer,"  or  "classified  laborer,"  as  here  used  is  not  intended 
to  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  skilled 
labor.    In  the  present  meaning,  a  skilled  laborer  is  one  whose  duties  are  gen^^l  or 
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miecellaneoue,   below  the  clerical  grades,  and  above  the  grade  of  mere  manual 
hiborer. 

4S.  The  third-grade  examinatioa  will  be  held  annually  on  the  first  Saturday  io 
February  at  New  Orleans,  La,,  and  Galveaton,  Tex.,  except  when  the  number  o! 
el^blee  on  the  register  in  any  case  is  aufficient  to  meet  the  needs  of  the  service,  the 
exBnunation  for  that  place  will  be  postponed  until  the  next  year. 

49.  Appfication  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
Janu»y,  either  from  the  local  secretaries  in  the  cities  named  (except  New  Orleans) 
or  from  the  Secretary,  Tenth  Civil-Service  District,  New  Orletws,  La.  To  receive 
consideration  for  the  February  examination  applications  must  be  filed  with  the  dis- 
trict secretary  at  New  Orleansnot  later  than  the  hour  of  closing  huednesB  on  January  2. 
Applications  received  after  the  time  specified  will  not  be  accepted. 

50.  Women  will  not  be  admitted,  b)  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third-grade  poeitions  for  which  female  eligiblee  are  desired,  exam- 
inationa  will  be  duly  announced. 

51.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  the  places  named  in  section  48,  or  other  places,  on  dates  other  than  that  of  the 
annual  examination,  due  announcement  of  such  extra  examinations  will  be  made. 

52.  A  person  who  has  passed  the  third^rade  examination  for  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  examina- 
tion in  another  city.  (See  sec,  8/.)  A  person  who  fails  in  lie  examination  may  take 
the  next  examination,  regardless  of  the  time  intervening. 

53.  Applicants  for  the  third^rade  examination  must  be  able-bodied  and  physically 
capable  of  performing  manual  labor. 

54.  Male  applicants  for  the  third-grade  or  subclerical  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  teet 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists 
of  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  (est  in  addi- 
tion to  the  subclerical  examination,  it  will  be  notfd  on  the  skilled  laborer  roister 
as  in  the  nature  of  a  qualification.  If  an  appointii^  officer  requests  certification 
from  the  third-grade  register  of  those  persons  capable  of  performing  heavy  manual 
labor  connected  with  a  subclerical  position,  certification  will  be  made  from  the  skilled 
laborer  register  of  eligibles  standing  highest  in  the  educational  examination  who  have 
also  passed  the  strength  test. 

INTERNAL- REVENUE  SERVICE. 

55.  The  first^rade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  gainer,  storekeeper, 
and  storekeeper-gai^er. 

56.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  fron>  registers  established  as  a  result  of  the  third^rade,  or 
subclerical,  examination. 

57.  Applicants  lot  first  or  third  grade  examinationB  should  not  apply  for  apeoUlo 
positioiis.    (See  sees.  30,  31,  37,  and  46.) 

■18.  The  places  and  date  of  annual  examinations  are  shown  in  sections  38  and  48. 
Vacancies  will  be  filled  by  the  certification  of  persons  examined  in  the  city  in  which, 
or  in  the  vicinity  of  which,  the  vacancy  exists.  For  description  of  examinations,  see 
pages  26  and  30. 

69.  Storekeepers  and  gaugera  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggregate  compensation  does  not  exceed  $600  per 
annum,  are  not  subject  to  competitive  examination. 

60.  The  minimum  age  limits  for  examinations  for  the  Internal' Revenue  Service 
are  as  follows:  Deputy  collector,  storekeeper,  gauger,  and  storekeeper-gauger,  21 
years;  other  positions,  18  years.    Thereare  no  maximum  limits.     (See  sec.  23.) 
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61.  Information  concernit^  stenogmpher  and  typewriter  ezunin&tione  is  given  on 
page  19.  For  additional  information  relative  to  certiflcation  and  eligibility,  Bee 
page  23. 

CUSTOMS  SERVICE. 

61a.  It  liaBnotfct  been  determined  what,  if  anp,  obangea  inicfaid  to  examination 
and  cerUficaticin  may  be  dCBinble  because  of  the  reorganisation  of  the  Customs  Servioe. 

62.  The  first-grade,  or  clerical,  examination  is  given  for  positioiiBin  tliia  service  as 
follows:  Aasietant  weigher,  day  inspector,  clerk,  inspectreaa,  elorekeeper  (classed  as 
clerk),  cashier,  deputy  ofBcer,  gaiiger,  and  sampler  (general  merchandise). 

63.  There  are  no  poBitions  in  the  Customs  Service  in  the  Tenth  Civil-Service  District 
which  are  filled  from  the  aecond-grade,  or  minor-clerical,  roister. 

64.  The  Ihird-grade,  or  sufaclerical,  examination  is  given  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer.  Peraons 
deeirtm;  appointment  to  the  position  of  watchman  in  this  service  must  be  at  least  5 
feet  7  inches  without  shoes. 

65.  Applicants  (ot  flist  or  third  grade  ezamltiaticns  ahctUd  not  apply  lot  specific 
positions.    (See  sees.  30,  31,  ST,  and  16.) 

66.  Aa  provided  in  section  38,  firat^rade  examinations  will  be  held  annually. 
From  the  reeulting  registers  certification  wi!l  be  made  for  filling  vacancies  occvirring 
in  the  customhouses  in  the  following-Damed  cities: 

Brownsville,  Tex.  Galveston,  Tex.  Port  Arthur,  Tex, 

Corpus  Chrieti,  Tex.  Houston,  Tex.  San  Antonio,  Tex. 

Bsgle  Pare,  Tes.  Laredo,  Tex. 

Bl  Paso,  Tex.  New  Orleans,  La. 

As  provided  in  section  4S,  third^rade  examinations  will  be  held  annually  at  New 
Orleans,  La.,  and  Galveston,  Tex. 

67.  ExaminalionB  tor  the  customhouse  at  Brasheu,  La.,  will  be  held  only  when 
eligiblee  are  needed,  and  due  announcement  will  be  made. 

68.  The  poeitiona  of  assistant  weigher  and  day  inspector  at  the  port  of  New  Orleans 
usually  are  filled  by  promotion  or-tiansfer.  No  person  may  be  appointed  or  pro- 
moted to  the  position  ot  assistant  weigher  or  that  ot  day  inspector  at  New  Orleans 
who  is  lees  than  21  or  more  than  45  years  of  age,  who  is  leas  ttian  6  feet  6  inches  in 
height  without  shoes,  or  who  is  not  in  sound  physical  condition,  as  shown  by  the 
examination  of  a  physician  designated  by  the  Commission.  Special  regulations  are 
ineffect  governing  certification  and  appointment  to  the  poeitionsof  assistant  weigher 
and  day  inspector,  and  promotions  and  transfers  in  the  Customs  Service,  at  the  port 
of  New  Orleans.  A  copy  ot  these  regulations  (Form  1556)  will  be  furnished  to  those 
interested  upon  application  to  the  district  secretary  at  New  Orleans. 

69.  Examinations  for  the  positions  of  assayer,  chief  or  special  deputy  collector, 
deputy  naval  officer,  deputy  surveyor,  examiner,  and  wei^er  are  held  only  when 
eligibles  are  needed,  and  will  be  duly  announced. 

70.  The  examination  for  opener  and  packer  will  consist  of  the  third-grade,  or  sub- 
clerical,  subjects,  with  a  weight  ot  40  per  cent  (see  p.  30);  training,  experience,  and 
fitness,  60  per  cent.  Credit  will  be  given  for  experience  in  opening  and  packii^ 
general  merchandise.  Applicants  must  state  fully  in  their  applications  the  class  or 
classes  ot  goods  they  have  opened  and  packed;  as  books,  dry  goods,  clothing,  fruit, 
groceries,  glassware,  etc.  They  should  also  give  the  names  and  addresses  cd  employ- 
ers, the  kind  of  business  in  which  each  employer  was  engaged,  and  the  length  of 
time  employed  in  packing  each  class  of  goods.  AppUcation  and  examination  form 
1371  (issueof  December,  1911,  or  later),  including  the  medical  certificate,  isrequired. 
This  examination  will  be  held  only  when  eligibles  are  needed,  and  due  announcement 
of  examinations  will  be  made. 

71.  When  examinations  tor  opener  and  packer  and  for  other  subclerical  positions 
are  announced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  for  the  suhclericai 

llOth  DtBt.] 


■XnOO^^IC 


11 

poeitioDs  named  in  sectioD  46  will  be  required  to  take  but  one  esatninatioD,  but 
must  file  eeparate  appticatiooa  on  Form  1371,  one  for  opener  and  packer  and  another 
tor  the  other  oubclerical  pnaitions.  One  o£  these  applications  miiet  be  duly  exemted; 
the  other  may  be  a  copy  of  the  fiist  in  the  handwriting  of  the  applicant.  The  copy 
muBt  be  complete  in  every  particular,  including  the  jurat,  voucherB,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  must  be  accompanied  by  a 
statement  showing  the  kind,  date,  and  place  of  the  examination  for  which  the 
original  is  filed.  The  copy  must  be  filed  with  the  original;  it  can  not  be  made  after 
the  original  ban  been  filed. 

72.  Examination  for  sugar  sampler  is  held  only  when  eligiblee  are  needed.  Sugar 
samplers  must  be  at  leaat  5  feet  4  inches  in  height  and  weigh  not  leas  than  130  pounds. 
Applications  for  this  examination  are  not  received  until  it  ia  announced. 

73.  For  most  poaitiocs  of  boatman  a  non educational  examination  ia  given.  A  few 
Buch  positions  require  also  a  mental  test,  and  in  such  cases  the  examination  will  con- 
sist of  the  educational  subjects  of  the  third-grade,  or  aubclerical,  examination,  with  a 
weight  of  20  per  cent;  training,  experience,  and  fitness,  50  per  cent;  and  physical 
ability,  30  per  cent.  When  no  mental  test  is  required,  the  examination  will  conidst 
of  the  subjects  of  training,  experience,  and  fitness  and  physical  ahiUty.  For  the 
noneducational  examination,  application  and  examination  form  ISOO  is  required; 
tw  the  educational  examination,  application  and  examination  form  1371  (issue  of 
December,  1911,  or  later),  including  the  medical  certificate,  is  required.  Thisexami- 
nation  will  be  held  only  when  eligibles  are  needed,  and  due  announcement  of  exami- 
nations will  be  made. 

74.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible  for  ap- 
pointment to  the  following-named  positions  only;  Deputy  collector,  deputy  surveyor, 
clerk,  stenographer  and  typewriter,  inspectressj  and  cashier. 

75.  At  customhouses  in  the  Stat«  ofTeias  the  usual  entrance  salary  for  clerks  is  $1,000 
per  annum;  day  inspectors,  $3  per  diem.  At  New  Orleans  the  entrance  salary  for 
clerks  is  $340,  with  a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one 
year's  satisfactory  service.  Day  inspectors  are  paid  $4  per  diem  and  night  inspectors 
$3  per  diem. 

76.  The  age  limits  for  examinations  for  the  Customs  Service  are  as  follows :  Weigher, 
aeeistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are  partly  those 
of  inspector,  minimum  21,  maximum  45  years;  elevator  conductor,  minimum  20 
years,  no  maximum;  other  educational  examinations,  minimum  IS  years,  no  maxi- 
mum; noneducational  examinations,  minimum  20  years,  no  maximum.    (See  sec.  23). 

77.  In  fillii^  vacancies  in  the  Customs  Service,  certification  will  be  made  of  the 
namea  of  eligibles  examinedat  the  port  at  which  the  vacancy  esisiB,  except  where 
examinations  are  held  also  at  subpotta  for  the  couvenience  of  appUcants  the  highest 
eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports.  Vacancies 
occurring  in  customhouses  at  subports  at  which  examinations  are  not  held  will  be 
filled  by  certification  of  the  highest  eligiblee  examined  at  the  port  and  at  other  sub- 
ports  in  the  same  customs  district.  For  additional  information  concerning  certifica- 
tion and  eligibility,  see  page  23. 

78.  For  description  of  first  and  third  grade  examinations,  see  pages  26  and  30. 
Information  concerning  stenc^Tapher  and  typewriter  examinations  is  given  on  page  19. 
Additional  information  relative  to  noneducational  examinations  will  be  found  on 
page  21,  The  position  of  unskilled  laborer  in  cities  where  labor  regulationa  ate  in 
force  is  filled  as  a  result  of  physical  examination,  as  described  on  page  23. 

POST-OFFICE  SERVICE. 

79.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  (For  description  of  this  examination,  see  pp. 
28  and  29.) 
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80.  Applicants  for  examinatioa  for  appointment  to  the  PoBt-Office  Service  diould 
apply  tor  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  aec.  92.)  Application  should  not  be  made 
for  the  "Second-Grade,"  or  "Minor-Clerical,"  examination, 

81.  Application  form  1371  ie  required.  The  medical  certificate  need  not  be  esa- 
cuted  at  the  time  of  fling  application.  Eligiblee  will  he  called  upon  at  the  proper 
time  to  furnish  the  certificates. 

82.  The  age  limite  for  the  Post-OfRce  Service  are  18  and  46  years.  (See  sees.  86  and 
23.)  The  age  limita  are  waived,  however,  in  the  case  of  pereooB  honorably  die- 
charged  from  the  United  States  military  or  naval  service  by  reaton  of  dSmhUity 
resultii^  from  wounds  or  sickness  incurred  in  the 'line  of  duty,  but  such  piersons 
must  meet  the  physical  requirements  prescribed. 

83.  Male  applicants  must  measure  not  lees  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

84.  Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Commiseion  that  no 
person  who  has  any  of  the  following-named  physical  defects  will  be  appointed  to 
the  position  of  carrier  in  the  Post-Offlce  Service:  Hunchbacks;  defective  hearing, 
sight,  or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or  leg; 
crippled  arms  or  legs;  flatfoot;  hernia;  congenital  weakness  of  the  abdominal  wall, 
or  such  weakness  caused  by  wound  or  operation.  Theee  detects  will  also  debar  a 
pereon  from  appointment  to  the  position  of  clerk  in  the  Post-Office  Service,  except 
that  deaf-mutes  and  peraous  with  defective  speech  or  hearing  may  be  appointed  to 
the  positions  of  mai!  clerk,  distributor,  and  directory  and  forwarding  clerk;  and 
persons  suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be  appointed 
to  any  position  of  clerk  the  duties  of  which  they  are  physically  capable  of  perform- 
ing. Applications  of  persons  who  are  not  entitled  to  examination  on  account  of 
physical  defects  will  be  canceled.  (See  sec,  8c  for  physical  defects  which  will  debar 
persons  from  any  examination.) 

85.  Married  women  will  not  be  examined  for  the  Post-Offlce  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  separated 
from  their  husbands  and  support  themselves. 

86.  AppUcants  for  positions  in  the  Post-Offlce  Service  must  appear  for  examination 
in  the  city  where  employment  is  desired,  and  they  will  be  eligible  for  appointment 
only  in  the  oflice  for  which  examined. 

87.  Examinations  for  the  first-class  offices  named  below  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  as  indicated,  if  the  needs  of 
the  service  so  require.  City  deUvery  service  has  been  established  at  these  offices, 
and  their  force  includes  both  clerks  and  city  carriers. 

Dallas,  Tex.  (Sat.).  New  Orleans,  La.  (Wed.). 

Fort  Worth,  Tex.  (Wed.).  San  Antonio,  Tex.  (Wed.). 

Houston,  Tex.  (Wed.). 

88.  Blank  forms  of  application  may  be  obtained  only  between  July  1  and  October 
1,  either  from  the  Secretary,  Tenth  Civil-Service  District,  New  Orleans,  La.,  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applications 
must  be  properly  e^ecut«d  and  filed  with  the  district  secretary  at  New  Orleans,  La., 
between  July  I  and  the  close  of  buraneee  on  October  1.  AppUcattons  for  the  Novem- 
ber examinations  presented  at  Other  times  will  not  be  accepted. 

89.  Whenever  extra  examinationB  may  become  necessary,  to  meet  the  needs  of  UiS 
service,  due  announcement  will  be  made  of  the  dates  and  places  of  such  examinations, 
and  also  of  the  time  allowed  for  the  filing  of  applications. 

90.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  examina- 
tion for  more  than  one  first-class  post  office  for  which  examinations  ordinarily  are  held 
annually  in  November.  This  restriction  will  not  apply,  however,  when  an  examina- 
tion is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  regular  annual 
examination. 
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.  91.  A  peraon  who  pctases  an  examination  can  not  be  examined  again  for  the  aamo 
post  office  within  approximately  one  year  of  the  data  of  the  examination  he  has 
paBsed.  (See  sec.  8/)  A  person  who  fails  in  an  emmination  may  take  the  next 
examination,  regardleas  of  the  time  intervening. 

92.  For  the  following-named  offices  the  names  of  male  eligibles  will  be  enlAred  on 
only  one  regiatei — namely,  the  "clerk"  or  the  "carrier"  register — and  male  appli- 
cants for  these  offices  must  irtdUaU  in  their  applicatitrnt  whether  they  desire  the 
position  of  "clerk"  or  of  "carrier:" 

Dallas,  Tex.  Galveston,  Tex.  New  Orleans,  La. 

El  Paso,  Tex.  Houston,  Tex.  San  Antonio,  Tex. 

Fort  Worth,  Tex. 

93.  A  request  for  a  chai^  in  the  designation  pf  the  position  destred'hy  an  applicant 
must  bo  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  olberwise  no  change  will  be  made. 

94.  As  slated,  separate  registers  of  clerks  and  of  carriers  are  maintained  tor  the 
offlcee  named  in  section  92.  For  other  officer  in  which  both  clerks  and  city  carriers 
are  employed,  the  names  of  male  eligibles  are  entered  upon  both  the  clerk  and  car- 
rier registers  and  are  certified  (considered)  in  their  order  for  vacancies  occurring  in 
either  position,  without  regard  to  any  choice  expressed  by  the  eligible. 

95.  The  postmaster  ie  required  to  make  selection  for  filling  a  vacancy  from  not  more 
than  the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any 
additional  vacancies  from  not  more  than  the  highest  three  remaining  which  have  not 
been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible  must 
have  been  within  reach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  position. 

96.  When  an  eligibie's  name  is  borne  on  both  the  clerk  and  the  carrier  registers 
and  has  been  certified  (considered)  three  times  for  one  of  the  two  positions,  but  not 
selected,  his  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  register  for  the  other  position  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  aSect  the  eligibie's  standing  on 
the  register  for  the  other  position.  Appointment  to  either  position  will  remove  the 
el%ible's  name  from  the  registers  for  both  positions. 

97.  In  the  Post-Office  Service  appointments  ore  usually  made  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions.  Beclina' 
tion  of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the 
re^ster  from  which  the  selection  was  made,  and  it  will  not  he  restored  for  considera- 
tion in  connection  with  an  appointment  to  a  regular  position  only. 

98.  Substitutes  are  paid  at  the  rate  of  40  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and 
as  clerks  and  carriers  of  the  first  grade. 

99.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  as  substi- 
tutes.   They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

100.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Service  are  divided  into  five  grades,  the  salaries  of  which  are  (800,  (900, 11,000,  $1,100, 
and  (1,200  per  annum,  respectively.  Clerks  and  carriers  at  first-class  offices  will 
be  promoted  successively,  a  grade  at  a  time,  to  tl,100,  and  clerks  and  carriers  at 
second-class  offices  will  be  promoted  in  the  same  manner  to  51,000. 

101.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  m^e  except  upon  evidence  satisfactory  to  the  Post^Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  b^nnii^  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  Ihe  intervening 
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period.    Clerks  and  carriers  of  the  h^hest  grade  are  eligible  for  promotion  l«  the 
higher  poaitiona  in  their  respective  offices. 

102,  Any  male  clerk  in  an  office  in  which  botb  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  position  of  city  carrier,  and  any  city  carrier  is  eligible  for 
trassfer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eligible  for 
transfer  lo  the  position  of  rural  carrier. 

103.  Examinations  for  the  first  and  second  daes  offices  named  below  will  be  held  only 
when  eligibles  are  needed  and  will  be  duly  announced.  Application  blanks  will 
not  be  given  out  until  the  examinations  are  announced.  City  delivery  service  has 
been  established  at  these  offices,  ajid  their  forceincludes  both  clerkeand  city  carriers: 
Names  of  first-class  offices  are  in  italict. 


Denton,  Tex. 

El  Paso,  Tex. 

Ennis,  Tex. 

Gainesville,  Tex. 

Qalvaton,  Tez. 

Greenville,  Tex. 

Hilleboro,  Tex. 

Lake  Charlei,  La. 

Laredo,  Tei. 

Longview,  Tex. 

Mc Kinney,  Tex. 

Marlin,  Tex. 

Marshall,  Tex. 

MoTiroe,  La. 

Natchitoches,  La. 

New  Iberia,  La. 

OpeloussB,  La. 

Orange,  Tex. 

Palestine,  Tex. 

104.  At  the  second-class  offices  named  below  city  delivery  service  has  not  been 
established,  and  their  force  includes  clerks,  but  not  city  carriers.  Examinationa  for 
these  offices  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced. 
Application  blanks  will  not  be  distributed  until  such  announcement  is  made. 


Abilene,  Tex. , 
Alexandria,  La. 
AmariUo,  Tex. 
Austin,  Tex. 
BalUnger,  Tex. 
Baton  Rouge,  La. 
Beaumont,  Tex. 
Belton,  Tex. 
Bogalusa,  La. 
Bonham,  Tex. 
Brenham,  Tex. 
Brownsville,  Tex. 
Brown  wood,  Tex. 
Cleburne,  Tex. 
Crapus  Christi,  Tex. 
Corsicana,  Tex. 
Crowley,  La. 
Cuero,  Tex. 
Deniion,  Tex. 


Paris,  Tex. 
Port  Arthur,  Tex. 
RustoD,  1a. 
San  Angelo,  Tex. 
San  Marcos,  Tex. 
Sherman,  Tex. 
Shreveport,  La. 
Stamford,  Tex. 
Taylor,  Tex. 
Temple,  Tex. 
Terrell,  Tex. 
Tyler,  Tex. 
Victoria,  Tex. 
Waco,  Tex. 
Waxahachie.  Tex. 
Weathertord,  Tex. 
WichUa  FalU,  Tex. 


Alvin,  Tex. 
Athena,  Tex. 
Bay  aty,  Tex. 
Beeville,  Tex. 
B^  Spring,  Tex. 
Bowie,  Tex. 
Brady,  Tex. 
Bryan,  Tex. 
Cameron,  Tex. 
Childress,  Tex. 
Cisco,  Tex. 
Clarksville,  Tex. 
Colei 
Coms 
Comi 
Covington,  La. 
Crockett,  Tex. 
Dalhart,  Tex. 
Del  Rio,  Tex. 
Donaldsonville,  La. 
DubUn,  Tex. 
Kl  Campo,  Tez. 
Electra,  Tex. 
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1,  Tex. 
iche,  Tex. 


Franklin,  La. 
Georgetown,  Tex. 
Gonzales,  Tex. 
Hammond,  La. 
Honey  Grove,  Tex. 
Houma,  La. 
HunlBville,  Tex. 
Jacksonville,  Tex. 
Jennings,  La, 
Kentwood,  La. 
Kingsviile,  Tex. 
La  Fayette,  La. 
Ls^range,  Tex. 
Lockhart,  Tex. 
Lubbock,  Tex. 
Lufkin,  Tex. 
Mansfield,  La. 
Mart,  Tex. 
Memphis,  Tex. 
Mexia,  Tex. 
Minden,  La. 
Mineral  Wells,  Tex. 
Mount  Pleasant,  Tex. 


Nact^doches,  Tex. 
Navasota,  Tex. 
New  Braunfele,  Tex. 
Pecos,  Tex. 
Pittsburg,  Tex. 
Plain  view,  Tex. 
Plaquemine,  La. 
Qiianah,  Tex. 
Rockdale,  Tex. 
San  Benito,  Tex. 
Seguin,  Tex. 
Stephen ville,  Tex. 
Sulphur  Springs,  Tex. 
Sweet  Water,  Tex. 
Teague,  Tex. 
Texas  City,  Tex. 
Thibodaux,  La. 
Vernon,  Tex. 
Wharton,  Tex. 
Winnjield,  La. 
Yoakum,  Tex. 
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105.  It  is  the  policy  of  the  Poat-Office  Department  to  fill  vacanciea  in  the  poeition 
of  aaeifltant  poatmaater  in  firat  and  aecond  claas  poet  offlcea  by  lie  promotion  or  trans- 
fer of  competent  peraona  aheady  in  the  service.  When  they  are  not  so  filled  the 
same  examination  ae  that  for  clerk  and  carrier  will  be  given;  but  a  person  less  than 
21  yeara  of  age  on  the  day  of  the  examination  will  not  be  eligible  for  appointment  as 
aaalBtiint  poatmaater. 

106.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  on  page  19;  uoskilled  laborer,  page  23. 

SUBTREASURY  SERVICE. 

107.  Vacancies  occurringin  clerical,  minor  clerical,  and aubclerical  positions  in  the 
Bubtreasury  at  New  Orleana,  La.,  are  filled  by  certification  from  the  regiHters  reaulting 
from  the  first,  second,  and  third  grade  oxaminationa  for  all  aervicea  referred  to  on 
pagea  7  to  9,  and  persona  dcairing  appointment  to  auch  poaitioiia  in  the  aubtreaauiy 
should  enter  thoae  general  examinations.  Informatioa  concerning  stenographer  and 
typewriter  examinations  will  be  found  on  page  19.  Examinations  for  other  poei-  ' 
tions  are  announced  as  the  needs  of  the  service  require, 

108.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  8ub- 
treaaury  Service,  applicants  must  show  in  Iheir  applications  that  they  have  had  at 
leaat  three  years'  experience  in  linea  of  work  aimilar  t^  that  of  clerical  poaitiona  in 
subtreaauriea. 

109.  Rigid  teste  of  character  and  integrity  will  be  applied  to  all  applicants  for  the 
Subtreasury  Service,  and  only  thoae  satisfactorily  meeting  such  tests  may  become 
eligible  for  appointment  to  this  service.  Theae  tests  shall  be  auch  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commiaaion  and  the  asaistant  treasurer. 

MINT  AND  ASSAY  SERVICE. 

110.  The  only  office  of  thia  aervice  in  the  Tenth  Civil-Service  Diatrict  ie  the  mint, 
BO  called,  at  New  Orleans,  La.,  which  is  maintained  aa  an  aasay  office  only. 

'  111.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subclerical  positions  are 
filled  by  certification  from  the  regiatera  resulting  from  the  first,  second,  and  third 
grade  examinations  referred  to  on  pagea  7  to  9.  Information  relative  to  stenogra- 
pher and  typewriter  examinationa  ia  given  on  page  19.  Examinations  for  other 
positions  are  held  aa  the  needa  of  the  service  require,  and  are  duly  announced. 

CUSTODIAN  SERVICE. 

112.  The  Cuatodian  Service  covers  positions  the  duties  of  which  relate  to  the  care 
and  mani^ment  of  public  buildings  outside  of  Waahington,  D.  C. 

BDtlCATIONAI.  EXAMIIf  ATION8. 

113.  Examinationa  for  the  position  of  assistant  custodian,  asistant  custodian- 
janitor,  and  technical  positions,  such  as  steam  engineer,  electrician,  and  dynamo 
tender,  are  held  only  when  eligiblea  are  needed,  and  are  duly  announced.  Infor- 
mation concerning  examinationa  for  the  poaition  of  elevator  conductor  will  be  found 
on  page  21.  Vacancies  occurring  in  other  aubclerical  positions  are  filled  from 
registers  resulting  from  the  third-grade,  or  aubclerical,  examination  referred  to  on 
pages. 

NONBDUCATIONAIj  EXAMIIfATIONS. 

114.  This  class  includes  positions  such  as  fireman,  fireman-laborer,  fireman-watoh- 
man,  janitor,  ete.  In  section  177  is  given  a  list  of  positions  filled  by  noneducational 
examinaticoi  for  which  applications  are  received  at  any  time  by  the  district  secretary. 
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The  resulting  registers  are  used  for  filUag  vacancies  occurring  in  the  positions  named 
in  various  branches  of  the  Field  Service.  The  positioa  of  fireman,  and  positions 
whose  principal  duties  are  those  of  fireman,  in  the  Custodian  Service,  are  filled  by 
certification  from  the  register  for  the  position  of  stationary  fireman  included  in.  the 
list  referred  to.  Examinatione  for  noneducational  positions  in  the  Custodian  Service 
not  included  in  section  177  are  held  only  when  eljgibles  are  needed,  and  are  duly 
announced. 

lis.  The  first  word  of  the  title  of  double-titled  positions  in  the  Custodian  Service — 
such  as'flreman- watchman,  watchman-fireman,  fireman-laborer,  janitor-fireman,  etc. — 
indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled  by 
noneducational  or  educational  examinations  accordingly.  For  instance,  a  vacancy 
in  the  position  of  fireman -watchman,  will  be  filled  by  a  noneducational  examination 
for  fireman,  as  described  in  the  precedi'ng  paragraph,  while  a  vacancy  in  the  position 
of  watchman-fireman  will  be  filled  by  certification  from  the  register  established  as  a 
result  of  the  third^rade  educational,  or  subclerical,  esamination  referred  to  on 
pages. 

116.  Application  and  examination  Form  1800  is  required  for  noneducational  exami- 
nations in  the  Custodian  Service.  Applications  must  be  filled  outin  thehandwritii^ 
of  the  applicants. 

117.  The  age  limits  for  noneducational  examinations  in  the  Custodian  Service  are 
IS  and  55  years.  (See  sec.  23.)  All  honorably  dischai^d  United  States  soldiers  and 
sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  regard  to  the 
age  limits.  The  a^  limits  are  also  waived  for  examinations  for  all  branches  of  the 
service  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service  by  reason  of  dimbility  reaulting fTom.  viounds  received  ot  sickness  incurred 
in  the  line  of  duty. 

lis.  For  further  information  concerning  noneducational  examinations,  see  page  21. 
Information  relative  to  the  position  of  unskilled  laborer  is  given  on  page  23.  The 
regulations  governing  certification  and  eligibility  are  shown  on  page  23. 

ENGINEER  DEPARTMENT  AT  LARGE. 

119.  The  headquarters  of  the  engineer  districts  in  the  Tenth  Civil-Service  District 
are  located  at  New  Orleans,  La.,  Galveston,  Tex.,  and  Dallas,  Tex. 

EDUCATIOXAti  EXAHIIfATIONS. 

120.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenographer, 
typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  subclerical 
positions,  including  elevator  conductor,  messenger,  messenger  boy,  skilled  laborer, 
and  watchman,  are  filled  by  certification  of  eligibles  by  the  district  secretary  at 
New  Orleans,  La.  Of  these  positions,  those  of  the  clerical  and  subclerical  grades 
are  filled  from  registers  resulting  from  the  first  and  third  grade  examinations  described 
on  p^es  7  to  S.  Information  concemii^  the  stenographer  and  typewriter,  messenger 
boy,  and  elevator  conductor  examinations  will  be  found  on  pages  19  to  2L  Exami- 
nations for  other  positions,  including  copyist  draftsman,  mechanical  apprentice 
draftsman,  and  bookkeeper,  will  be  held  only  when  eligibles  are  needed,  due 
announcement  of  which  will  be  made. 

KONEDTJCATIONAL  EXAMINATIONS. 

121.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  177  is 
^ven  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
thoee  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
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th«  BQTvice,  and  the  reaultiDg  legutera  are  used  for  fillii^  vacancies  occuiring  in  any 
ot  thoee  branches. 

122.  For  pcwitiona  which  are  peculiar  to  the  Engineer  Deptartment  at  Large  and 
not  mentimed  in  section  177,  applications  are  received  at  any  time  by  the  local 
boards  of  civil-service  examiners  for  the  various  engineer  districts.  Application 
and  ezaminatitMi  Manks  (Form  1800}  .ma;  be  obtained  from  the  secretary  of  the 
Tenth  Civil-Ser%dce  District,  New  Orleans,  I41,,  or  the  secretary  of  the  local  board 
at  the  headquartere  of  the  engineer  district  in  which  employment  is  desired.  (See 
sec.  119.)  The  local  boaids  will  also  furnish  any  further  inftmnatioD  desired  ctm- 
ceming  these  positions. 

123.  All  registers  for  mechanical  trades  positions  show  the  branch  or  branches  of 
the  trade  in  which  the  eligiblee  are  experienced,  and  selections  for  filling  vacancies 
in  the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  eligibles 
who  have  had  experience  in  a  particular  branch  of  the  trade.  For  instance,  the 
carpenter  register  may  contain  the  names  of  stair  builders,  ship  carpenters,  bridge 
carpenters,  etc. 

The  minimum  age  limit  for  noneducatiooal  examinations  for  the  Engineer  Depart- 
ment at  Large  is  18  years.    There  is  no  maximum  limit. 

124.  For  additional  information  concerning  noneducational  examinations,  see  page 
21,    For  information  relative  to  certification  and  eligibility,  see  page  23. 

QUARTERMASTER  CORPS. 

125.  The  branch  of  the  service  formeriy  knownas  the  Quartermaster's  Department 
at  Large  is  now  embraced  in  the  Quartermaster  Corps.  The  Army  appropriation  act 
iqtproved  August  24, 1912,  proyidee  that  positions  in  the  Qtiartermaster  Corps,  which 
formerly  were  filled  as  a  result  of  open  competitive  examinations  held  by  the  Civil 
Service  Commission,  may  be  filled  through  such  examinations  or  by  enlistment. 
The  information  given  below  is  applicable  when  the  positions  are  filled  through 
examination.  (See  sec.  3c.)  For  information  relating  to  podtionB  filled  by  enlist- 
ment, application  should  be  made  to  the  Secretary  ot  War,  Washington,  D.  C. 

126.  Establishments  of  the  Quartermaster  Corps  in  the  Tenth  Civil-Service  District 
are  located  as  follows: 

Quartermaster's  Office,  New  Orleans,  La.;  Jackson  Barracks,  New  Orleans,  La.; 
Fort  St.  Philip,  La.;  Fort  Bliss,  El  Paso,  Tex.;  Fort  Clark,  Bracket! ville,  Tex.; 
FortCrockett,  Galveston,  Tex.;  Fort  Mcintosh,  Laredo,  Tex,;  Fort  Ringgold,  Rio- 
grande,  Tex.;  Fort  Sam  Houston,  San  Antonio,  Tex. 

BDTTCATIONAI.  EXAMINATIOITS. 

127.  Vacancies  occurring  in  clerical  and  subclerical  positions  in  this  service  are 
filled  by  certification  from  r^iisters  resulting  from  the  first  and  third  grade  examina- 
tions referred  to  on  pages  7  to  8.  Information  concerning  stenographer  and  type- 
writer examinations  is  given  on  page  19.  Examinations  for  other  positions  which 
require  mental  tests  are  held  as  the  needs  of  the  service  demand,  and  are  duly 
announced. 

NONBDUCATIONAI.  EXAM  IN  ATI  OKS. 

128.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  177 
k  given  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
those  in  which  vacanciee  occur  with  more  or  less  frequency  in  various  branches  ot 
the  service,  and  the  resulting  re^twe  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches, 
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129,  For  poaitioQH  which  are  peculiar  to  the  Quartermaster  (kvpa,  and  not  men- 
tioned in  section  177,  ezaminationa  are  held  only  when  eligibles  are  needed,  and 
are  duly  anaounced.    Application  and  eiamination  Form  1800  is  required. 

130,  The  ^e  limits  for  non educational  examinations  in  the  Quartarmaster  Corpa 
are  as  follows:  Men,  minimum  20,  maximum  50;  women,  minimum  18,  maximum 
50.  The  age  limits  are  waived  in  case  of  persona  honorably  discharged  from  the 
military  or  naval  service  by  recaon  of  wcwmU  received  or  tiekncM  inetared  in  Ike  line 
o/diity. 

131,  For  further  information  relative  to  noneducational  examinations,  see  page  21. 
For  information  relative  to  certification  and  eligibility,  see  page  23, 

UCGHTHOtrSE  SERVICE. 

132,  The  headquarters  of  the  lighthouse  districts  which  embrace  the  territory  of 
the  Tenth  Civil-Service  District  are  located  as  follows:  Eighth  lighthouse  district. 
New  Orleans,  La.;  flfteenlh  lighthouse  district,  St,  Louis,  Mo. 

BDUCATIONAI.    EXAMINATIONS. 

133,  The  positions  of  bookkeeper,  clerk,  copyist,  stenographer,  tjrpewriter,  mes- 
senger boy,  messenger,  watchman,  and  skilled  laborer  are  filled  by  certification  of 
eligibles  by  the  secretary  of  the  Tenth  Civil-Service  District,  New  Orleans,  La. 
The  positions  of  clerk,  copyist,  messei^r,  watchman,  and  skilled  laborer  are  filled 
from  registers  resulting  from  the  first  and  third  grade  examinations  described  on 
p^es  7  to  8.  Information  concerning  the  stenographer  and  typewriter  examination 
wUl  be  found  on  p^e  10;  bookkeeper,  page  21;  messenger  boy,  p^e  21, 

134,  Examinations  for  aid,  cadet  engineer,  cadet 'Officer,  draftsman,  scientific 
assistant,  superintendent,  and  other  such  technical  positions  will  be  announced 
when  eligibles  are  needed. 

NONBDDCATIONAI.   EXAMINATIONS. 

135,  This  class  includes  the  mechanical  trades,  the  positions  of  msBter,  mate, 
pUot,  engineer  on  light  vessels  and  tenders,  keeper,  assistant  keeper,  and  similar 
positions.  In  section  177  is  given  a  list  of  positions  filled  by  noneducational  exami- 
nation, appUcations  for  which  are  received  at  any  time  by  the  district  secretary. 
The  positions  named  are  those  in  which  vacancies  occur  with  more  or  less  frequency 
in  various  branches  of  the  ser\'ice,  and  the  resulting  registers  are  used  for  filling 
vacancies  occurring  in  any  of  those  branches, 

136,  For  positions  which  are  peculiar  to  the  Lighthouse  Service  and  not  men- 
tioned in  section  17T,  applications  are  received  at  any  time  by  the  local  boards  of 
civil-service  examiners  for  the  lighthouse  districts,  A  local  board  may  suspend 
the  receipt  of  applications  for  any  pariicular  position  until  such  time  as  eligibles 
for  that  position  are  needed.  Application  and  examination  blanks  may  be  obtained 
from  the  secretary  of  the  local  board  at  the  headquarters  of  the  lighthouse  district 
in  which  employment  is  desired,  and  should  be  filed  with  him,  (See  sec,  132.)  Form 
1025  will  be  used  in  making  application  for  the  positions  of  keeper  and  assistant 
keeper;  for  other  positions  of  the  noneducational  class.  Form  1800  will  be  used. 
The  local  boards  will  furnish  any  further  information  desired  concerning  these 
positions. 

137,  The  age  limits  for  noneducational  examinations  for  the  Lightliouse  Service 
are  as  follows:  Minimum.  18  years,  except  for  those  positions  which  require  a  license 
from  the  Steamboat-Inapection  Service,  for  which  the  minimum  limit  is  21  years; 
maximum,  40  years  for  officers  of  tendera,  none  for  other  positions.  Persona  hon- 
orably discharged  from  the  United  States  Army,  Navy,  or  Marine  Corps,  and  persons 
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already  in  the  Ugbthouse  Service  in  classified  poeitionB,  will  be  examined  without 
wtference  to  their  age. 

138.  For  additional  information  concerning  noneducational  examinations,  see 
page  21.    For  information  relative  to  certiScation  and  eligibility.  Bee  page  23. 

CLERICAL,  MINOB  CLERICAL,  AND  8UBCLERICAL  POSI- 
TIONS  IN  OTHER  FIELD  BRANCHES. 

139.  Clerical,  minor  clerical,  and  aubclerical  positions  in  field  branches  of  Qie 
Immigration,  Steamboat-Inapection,  and  Public  Health  Services;  in  Bureau  of  Ani- 
mal Indusliy  and  Weather  Bureau  etatione,  etc.,  are  filled  by  certification  from 
appropriate  regiaters  eatabliehed  from  examinations  for  these  grades  as  described  on 
pages  7  to  9,  inclueive. 

STENOGRAPHER  AND  TYPEWRITER. 


140.  Combined  stenographer  and  typewriter  examinations  are  held  for  four  branches 
of  the  service,  namely,  the  Field  Service  (see  sees.  2  and  3  6),  the  Departmental 
Service  (departments  and  offices  at  Washington,  D,  C),  the  Isthmian  Canal  Service, 
and  the  Philippine  Service.  Separate  st«nographer  examinationB  are  held  tor  the 
Field  and  Depairtmental  Services,  and  separate  typewriter  examinations  are  held  for 
the  Field,  Departmental,  and  Isthmian  Canal  Services. 

141.  Eiaminations  for  the  Field,  Isthmian  Canal,  and  Philippine  Services  are  held 
quarterly;  those  for  the  Departmental  Service  are  held  monthly,  except  in  December. 

142.  Women  are  not  admitted  to  examinations  for  the  Isthmian  Canal  and  Phil- 
ippine Services,  and  they  are  admitted  to  the  Departmental  Service  exuninationa 
only  twice  a  year,  in  the  spring  and  fall. 

143.  Application  forma  "may  be  obtained,  and  applicationa  may  be  filed,  at  any 
time,  except  that  applications  from  women  for  the  Departmental  Service  are  accepted 
only  when  the  spring  and  fall  examinations  have  been  announced,  unless  the  needs  of 
theservice  require  otherwise.  Forms  for  all  services  may  be  obtained  from  the  Secre- 
tary, Tenth  Civil  Service  District,  New  Orleans,  La.  Form  1371  is  required  for  the 
Field  Service;  Form  304  for  the  Departmental  Service;  Form  1312  for  the  Isthmian 
Canal  Service;  Form  2  for  the  Philippine  Service.  Applications  for  the  Field  Service 
should  be  filed  with  thedistrict  secretary  at  New  Orleans;  for  the  Departmental,  Isth- 
mian Canal,  and  Philippine  Services  with  the  Civil  Service  CommiBsion  at  Washing- 
ton, D.  C. 

144.  The  age  limits  are  as  follows:  Field  and  Departmental  Services,  minimum  18 
years,  no  maximum;  Isthmian  Canal  Service,  minimum  20,  maximum  45  years; 
Philippine  Service,  minimum  IS,  maximum  40  years. 

145.  The  demand  for  male  stenographer  and  typewriter  eligibles  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose 
servicee  prove  satisfactory. 

148,  As  a  result  of  one  examination  a  man  may  become  eligible  for  appointment 
to  the  Departmental,  Isthmian  Canal,  and  Philippine  Services,  A  separate  exami- 
nation is  required  for  the  Field  Service. 

147,  In  filling  vacancies  in  positions  in  the  Field  Service,  certification  to  the  vari- 
ous branches  of  the  service  will  be  made  as  stated  in  section  194. 

148.  Persons  desiring  to  enter  the  examination  should  write  to  the  district  secre- 
tary for  the  proper  application  form  or  forms  (see  sec,  143)  and  for  Form  1424,  which 
contains  full  information  concerning  the  scope  of  the  examinations  and  the  require- 
ments lor  all  services  and  the  exact  dates  of  examinations. 
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149.  All  Uaited  StaUe  deputy  m&nh&ls,  except  iiuma  employed  aa  field  deputies 
or  whose  chief  duties  are  to  serve  process,  aie  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  followa: 

150.  Vacancies  in  positions  requiring  a  knowledge  of  etsnogiai^y  and  typewriting 
or  oE  bookkeeping  will  be  filled  by  certification  from  the  etonograpber  and  typewriter 
or  the  bookkeeper  register  for  field  l»anchee,    (See  sees.  140  to  148,  and  170.) 

151.  For  vacancies  in  peeitions  which  do  not  require  a  knowledge  of  steaography 
and  typewriting  or  of  bookkeeping,  certtflcaticm  will  be  made  from  the  fiietgnde,  tn 
clerical,  roister  of  eligiblee. 

152.  Vaomcies  in  the  poeition  of  chief  office  deputy  will  be  filled  in  like  nuuuMr 
unless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

153.  Full  information  relative  to  the  first-^rade,  or  clerical,  examination,  including 
a  list  of  places  at  which  the  examination  may  be  taken  and  the  dates  of  annual 
eicaminatione,  is  given  on  pages  7  and  8. 

FOREST  AND  FIELD  CLERK. 

154.  Prom  tiiis  examination  appointments  will  be  made  for  filling  vacanciee 
occurring  in  the  poaitiona  of  forest  clerk  in  the  Forest  Service  and  field  clerk  in  the 
Reclamation  Service.  Forest  clerks  are  employed  in  the  offices  of  the  Forest  Service 
outside  of  Washington,  D.  C.  Field  clerks  are  employed  in  the  offices  of  the  recla- 
mation projects  in  the  West.  Appointments  may  also  be  made  from  this  examina- 
tion to  clerical  positions  in  other  branches  of  the  service  requiring  the  qualifications 
tested  by  the  examination. 

155.  Both  men  and  women  will  be  admitted  to  this  examinalioa.  Minimum  age 
limit,  18  years;  there  is  no  maximum  limit.  (See  sec.  23.)  For  filling  vacanciee  in 
the  poeition  of  forest  clerk  certification  will  be  made  only  of  men  who  were  not  over 
40  years  of  age  on  date  of  examination.  Application  form  1371  (issue  of  December, 
1911,  or  later)  is  required.  Applications  will  not  be  accepted  from  persons  who 
have  tuberculosis  or  other  serious  physical  defect.  Applicants  will  be  required  to 
show  in  their  ^plications  that  they  have  had  at  least  one  year's  actual  experience  in 
clerical  work  in  a  business  office. 

156.  The  subjects  of  the  examination  and  weights  of  subjects  on  a  scale  of  100  are: 
Spellii^,  6;  steni^raphy,  ^5;  copying  from  rough  draft  (typewritii^),  10;  copyii^ 
from  plain  copy  (typewriting),  5;  time,  10;  elementsof  bookkeeping,  20;  arithmetic, 
10;  penmanship,  5;  report  writing,  10  (all  first  grade,  see  p.  7.  Seven  and  one- 
half  hours  will  be  allowed  for  the  examination. 

157.  In  hen  of  a  dictation  in  stenography,  competitors  will  be  furnished  a  printed 
exercise  which  they  will  be  required  to  write  in  stenographic  notes.  The  exercise 
will  contain  330  words.  IE  the  notes  are  written  in  three  minutes,  100  per  cent  in 
speed  will  be  given;  four  minutes,  00  per  cent;  five  minutes,  80  per  cent;  six  mioutee, 
70  per  cent;  seven  minutes,  60  per  cent;  eight  minutes,  50  per  cent.  If  the  writing 
of  the  notes  is  not  completed  in  eight  minutes  the  printed  exercise  will  be  taken  up 
and  proportionate  deduction  will  be  made  for  the  part  omitted  in  the  transcript.  This 
exercise  will  be  rated  on  the  speed  with  which  the  notes  were  written  and  the  accuracy 
of  the  transcript. 

154.  The  forest  and  field  clerk  examination  will  be  held  aa  frequently  as  the  needs 
of  the  service  require.  Application  blanks  may  be  secured  from  the  district  secretaiy 
and  may  be  filed  with  him  at  any  time.  When  the  examination  is  announced  all 
persons  having  applications  on  file  will  be  notified  when  and  where  to  appear  for 
examination. 
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169.  In  fiUii^;  vacanctee  in  these  pOBitJons,  preference  will  be  given  to  persons 
essmined  in  the  locality  in  which  the  vacancy  exists.  In  case  the  register  for  any 
locality  becomes  exhausted,  resort  may  be  had  to  the  roister  for  the  nearest  locality 
that  contains  the  names  of  el^bles  available  for  the  position  vacant. 

ELEVATOK  CONDUCTOR. 

160.  The  position  of  elevator  conductor  in  Federal  buildings  is  filled  by  examina- 
tion consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown 
on  page  30,  with  a  weight  of  50  per  cent,  and  training,  experience,  and  fitness  50 
per  cent. 

161.  The  mininium  a^  limit  for  this  examination  is  20  years;  there  is  no  maximum 
age  limit. 

162.  Application  and  examination  form  13T1  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required, 

163.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable 
of  perlonning  manual  labor. 

164.  In  rating  the  element  of  "experience  "  credit  will  be  given  for  actual  experience 
as  elevator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants  who 
have  not  had  at  least  six  months  of  such  experience  will  not  be  admitted  to  the 
examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experience 
must  have  been  gained  within  the  twelve  months  just  prior  to  the  date  of  applica- 
tion. Applicants  must  fully  indicate  in  their  applications  the  kind  of  elevators, 
and  whether  passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the 
length  of  tlieir  experience. 

165.  This  examination  will  be  held  in  the  city  in  which,  or  in  the  vicinity  of  which, 
a  vacancy  occurs,  and  only  when  eligibles  are  needed,  due  announcement  oi  which 
will  be  made. 

MESSENGER  BOY. 

166.  Examinations  for  filling  vacancies  in  Ihis  position  are  held  in  (he  city  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  ol  the  third-grade,  or  subclerical,  subjects 
(see  p.  30),  with  the  exertion  of  tbe  subject  of  training,  experience,  and  fitness, 
each  of  the  five  subjects  having  a  weight  of  20  per  cent.  When  examinations  are  to 
be  held,  due  announcement  is  made. 

167.  The  age  limilB  for  Ihis  examination  are  16  and  18  years.    (See  sec.  23.) 
163.  Application  fonn  1371  is  required. 

169.  While  there  are  no  height  or  weight  requirements  for  the  messenger  boy 
examination,  eligibles  whose  weight  is  grossly  disproportionate  to  their  age  may  not 
be  certified  for  filling  vacancies  in  positions  whose  duties  are  such  that  unusual 
wei^t  would  interfere  with  their  proper  perionnance. 

OTHER  EDUCATIONAL  EXAMINATIONS. 

170.  Examinations  for  the  positions  of  matron,  matron-interpreter,  and  guard  in 
the  Immigration  Service,  mechanical  draftsman  in  the  Reclamation  Service,  tele- 
phone operator,  and  bookkeeper  will  be  held  only  when  eligibles  are  needed,  and 
will  be  duly  announced.  Application  forms  will  not  be  distributed  and  applications 
will  not  be  received  until  such  announcement  is  made. 


NONEDUCATIONAL  EXAMINATIONS. 

171.  This  class  includes  examinations  for  the  mechanical  trades  aod  similar  posi- 
tions which  do  not  require  a  mental  test.    These  positions  in  the  Custodian  Service, 
the  Quartennaster  Corps,  the  Engineer  Department  at  Large,  the  Lighthouse  Service, 
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and  certain  other  farancheB  of  the  service  have  been  placed  under  the  district  ayatam. 
(See  sees.  2  and  3b.) 

172.  Appropriate  ejcaminationa  are  held  baeed  on  physical  ability  and  training, 
experience,  and  fitneas.  The  relative  weight)  of  these  lubjeda  on  a  icale  of  100  are: 
Physieal  ability,  40;  training,  experience,  and  Jitne»s,  60.  No  competitor  will  be 
eligible  for  appointment  who  does  not  receive  a  rating  of  at  least  70  per  cent 
in  the  BUbjects  of  training,  experience,  and  fitness.  The  information  on  which  the 
ratings  are  based  must  be  furnished  by  the  applicant  in  the  application  blank. 
Care  should  be  taken  to  furnish  accurate  and  complete  information,  in  ordei  that 
a  sufficient  basis  may  be  had  for  rating  the  papers.  Each  question  in  the  application 
and  vouchers  must  be  fully  answered.  All  statements  relating  to  training,  expe- 
rience, and  fitness  are  subject  to  verification. 

173.  The  method  of  rating  the  subjects  oE  these  examinations  ia  as  follows: 

(a)  Physical  abiutt. — An  applicant  without  apparent  physical  disqualification 
is  rated  at  98  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made  proportionat*  deduction  will  be  made 
from  9S,  according  to  the  nature  of  the  defects. 

(b)  Trainimo,  experience,  AHDFrTNEBS. — This  subject  will  be  rated  upon  the  state- 
ments made  by  the  applicant  in  his  application,  as  corroborated  by  Lis  voucheis  and 
references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  character 
of  the  experience  shown,  and  special  consideration  will  be  given  experience  which 
is  continuous  and  recent. 

174.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
but  no  recommendations  other  than  those  called  for  by  the  Commission  will  be 
considered. 

175.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of 
persons  preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.      {See  sec.  10.) 

176.  When  noneducational  examinations  are  given  applicants  are  not  required  to 
appear  at  any  place  for  examination,  but  to  file  fully  executed  applications  on  the 
form  prescribed  with  the  secretary  of  the  civil-service  district  in  which  employnient 
is  desired,  unless  otherwise  specified. 

177.  For  the  followii^-named  positions  applications  are  received  at  any  time  by 
lie  secretary  of  the  Tenth  Civil-Service  District,  New  Orleans,  La. 
Blacksmith.  Fireman,  marine.  Mate. 

Carpenter.  Fireman,  stationary.  Plumber. 

Engineer,  marine,  steam.        Machinist.  Wheelwright. 

Engineer,  stationary,  steam.'  Master. 

178.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  fiomthc 
district  secretary.  Those  who  wish  to  apply  for  more  than  one  position  must  file  a 
separate  application  for  each  position  desired. 

179.  Applicants  for  the  positions  of  marine  steam  ei^neer,  master,  and  mate  should 
give  in  dieir  applications  the  names  and  tannages  of  the  vessels  upon  which  they 
have  been  employed  and  submit  with  their  applications  licenses  or  certificates  from 
the  proper  steamboat  inspectors  showing  the  grade  and  character  of  the  licenses  held 
by  them. 

180.  Begisters  will  be  established  quarterly,  or  more  frequently  or  less  frequently, 
as  the  needs  bf  the  service  require.    To  receive  consideration  for  a  certain  quarter, 
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applicationa  miist  b«  filed  in  eompUle  form  with  the  district  eecretaiy  not  later  than 
the  15th  of  March,  June,  September,  or  December,  as  the  case  may  be.  The  regis- 
ters  will  be  made  up  on  or  soon  aft«r  the  lat  of  April,  July,  October,  and  January, 

181.  From  the  registera  reeulting  from  these  examinationn  certification  will  be 
made  for  filling  vacancies  as  they  occur  in  various  branches  of  the  Bervice.  In 
makii^  certifications  due  regard  will  be  had  for  the  age  limits  and  other  require- 
ments of  the  service  to  which  certification  is  made.  Further  infonnatton  relative  to 
the  Quartermaster  Corps  is  given  on  page  17 ;  Engineer  Department  at  Large,  page  16; 
Lighthouse  Service,  p^e  18;  Custodian  Service,  page  15.  The  regulations  govern- 
ing certificatiou  and  eligibility  are  shown  on  page  23. 

182.  The  district  secretary  or  the  Civil  Service  Commission  at  Washington  will  fur- 
nish information  concerning  Doneducational  positions  not  covered  by  this  pamphlet. 

UNSKILLED  LABORER. 

183.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  governing 
the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are 
filled  by  r^iistration  of  eligiblee  aft«r  a  physical  test.  The  duties  of  men  ara  those 
of  common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equivalent. 
Labor  r^iulations  are  in  force  at  New  Orleans,  Ia.,  and  San  Antonio,  Tex.  (except 
Fort  Sam  Houston).  Examinations  are  held  annually  in  September.  Application 
blanks  may  be  obtained  from  the  board  of  labor  employment  at  the  customhouse  at 
New  Orleans,  la.,  between  July  15  and  August  15.  Applications  will  not  be  accepted 
unless  filed  with  such  board  prior  to  the  hour  of  closing  business  on  August  15. 

1S4.  The  age  limits  fi»  this  position  are  20  and  60  years.  (See  sec.  23.)  The  age 
limits  are  waived,  however,  in  the  cases  of  honorably  discharged  veterans  of  the 
Civil  War  and  persons  honorably  discharged  from  the  United  States  military  or  naval 
service  by  reason  of  disability  resultii^  from  wounds  received  or  sicknees  incurred  in 
the  line  of  duty. 

185.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiryshould  be  madeof  the  official  in  chaigeof  the  office  where  employ- 
ment is  deeired.  Secretaries  of  local  boards  of  civil-service  examines  at  establish- 
ments of  the  Ordnance  Department  at  large  will  furnish  information  concerning  the 
employment  of  unskilled  labor  at  such  establishments. 

CERTIFICATION  AND  ELIGIBILITY. 

186.  After  the  papers  of  an  examination  have  been  rated  the  names  of  ihe  eligiblee 
are  entered  on  the  register  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  leas  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service /or  disability  tiuTirred  in  the  line  of  duty.  The  names  of  such  persons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percent^e  of  not  lees  than  66  will  be  placed  at  the  head  of 
the  eligible  register.    (See  sec.  10.) 

1S7.  Sepaiste  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

188.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on 
the  roister,  but  the  entire  register  may  be  extended  for  a  further  period  if,  in  the 
judgment  of  the  Commission,  the  needs  of  the  service  so  require. 

189.  The  highest  three  namee  on  the  appropriate  register  are  certified  for  each 
vacancy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointing' officer  in  each 
service  for  which  he  may  be  eligible  lot  appointment.  An  eligible  will  not  be  cer- 
tified tor  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
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named  by  him  in  his  cxajuination  papere.  The  appointment  of  a  peraoa  whoae  name 
is  on  more  tJian  one  regiater  ordinarily  operatee  to  cancel  his  eligibility  on  all  regia- 
tew  of  the  same  or  lower  grade;  an  eligible  ahould  tberefore  advise  the  district 
secretary  whether  he  desires  his  name  Is  remain  on  any  register  established  from 
examination  other  than  the  one  which  resulted  in  his  appointment.  Appointments 
may  be  made  from  a  higher'grade  register  for  filling  vacancies  in  a  lower-grade 
poaition. 

190.  For  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
namea  of  the  eligiblea  eiamined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinations  are  held  also  at  subports  tor  the  convenience  of  applicants,  the 
highest  eligiblea  will  be  certified  of  those  examined  at  the  port  and  at  subports. 

191.  Porthepositionsofclcrk,  and  carrier  for  city  delivery,  in  poet  offices,  asepaiat* 
register  is  established  for  each  classified  poet  office,  containing  the  names  of  eligiblea 
examined  for  such  office.  For  certain  large  post  offices  separate  male  clerk  and  car- 
rier registers  are  established,  while  for  all  other  offices  in  which  both  clerks  and  city 
carriers  are  employed  the  names  of  the  male  el^fiblee  are  entered  on  both  the  clerk 
and  carrier  registers.    (See  sees,  92  and  94.) 

192.  Certification  for  filling  the  position  of  clerk  in  the  Army  Tmnsport  Service 
will  be  made  of  eligiblee  examined  in  the  city,  or  the  vicinity  of  the  city,  from  which 
tbe  transport  sails. 

193.  In  filling  vacancies  in  the  positions  of  foreet  clerk  in  the  Foreet  Service  and 
field  clerk  in  the  Reclamation  Service,  preference  will  be  given  to  persons  examined 
in  the  locality  in  which  the  vacancy  exists.  In  case  the  roister  for  any  locality 
becomes  exhausted,  resort  may  be  had  to  the  register  for  the  nearest  locality  that 
contains  the  names  of  eligiblee  available  for  the  position  vacant. 

194.  In  fillii^  vacancies  in  the  positions  of  stenographer,  typewriter,  and  stenog- 
rapher and  typewriter  occurring  in  field  branches,  certification  will  be  made  of  the 
namee  of  persons  examined  in  the  city  in  which,  or  in  the  vicinity  of  which,  the 
vacancy  exists,  so  far  as  possible.  In  case  the  register  for  any  locality  becomes 
exhausted  resort  may  be  had  to  the  register  for  tbe  nearest  locality  that  contains  tbe 
names  of  eligiblea  available  for  the  position  vacant.  Each  competitor  will  be  given 
an  opportunity  at  the  time  of  his  examination  to  indicate  the  localities  in  which  he 
is  willing  to  accept  appointment. 

195.  Certification  for  tbe  appointment  of  stenographers  and  typewriters  in  the 
offices  of  chiefs  of  field  divisionsof  the  Land-Office  Servicewill  be  made  of  the  highest 
eligibles  examined  in  the  civil-service  district  in  which  the  vacancy  exists,  exclusive 
of  those  examined  in  the  State  in  which  the  vacancy  exists.  Certification  for  appoint- 
ment to  these  positions  in  local  land  offices  and  offices  of  surveyors  general  will  not 
be  80  made,  but  wilt  be  made  by  certifying  eligiblea  examined  in  the  city  in  which, 
or  in  the  immediate  vicinity  of  which,  tbe  vacancy  exists. 

196.  In  filling  vacancies  in  any  position  filled  by  educational  examination  not 
specifically  provided  tor  above,  certification  will  be  made  of  eligibles  examined  at 
the  place  at  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  exists;  except 
in  the  absence  of  local  eligiblee  after  due  opportunity  of  local  competition  has  been 
afforded,  when  certification  may  be  made  from  registers  for  the  nearest  locality  con- 
taining the  namea  of  available  eligiblea. 

197.  In  filling  vacancies  in  posttions  filled  by  noneducational  examination  and  for 
which  applications  are  filed  with  the  district  secretary,  certification  will  bo  made  <d 
eligiblea  readily  available  for  employment;  that  is,  of  those  who  live  in  the  place, 
or  in  the  vicinity  of  tbe  place,  of  employment,  and  of  those  who  do  not  live  in  the 
place  or  vicinity,  but  who  have  preeented  themselves  to  a  member  of  the  local  board 
of  civil-service  examiners  (or  to  the  employii^  officer  when  tbere  is  no  local  board 
member)  at  the  place  at  which  employment  is  desired.    An  eligible  who  does  not 
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live  at  the  place  where  he  deairee  employment  will  not  be  certified  for  appointment 
there  until  he  has  personally  appeared  before  a  member  of  tbe  local  board  of  exam- 
iners (or  the  employing  officer)  at  that  place,  has  secured  a  certificate  from  the  board 
*  member  (or  the  employing  officer)  ehowii^  the  date  on  which  he  appeared,  and  has 
filed  such  certificate  with  the  district  secretary.  In  this  connection  vicinity  is 
defined  as  the  territory  within  the  usual  commuting  distance.  An  employing  officer 
is  the  official  in  charge  of  an  office  or  other  establishment.  Eligible^  on  roisters 
maintained  by  the  district  secretary  will  be  certified  for  filling  vacancy  occurring  in 
various  branches  of  the  service  included  in  the  district  syetem.  From  registers 
maintained  by  local  boards,  certification  will  be  made  of  the  highest  qualified  eiigi- 
bles  on  the  local-board  roisters,  in  conformity  with  the  special  r^julations  governing. 

198.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months  (or  at  the  end  of  one  year  if  so  speci- 
fied in  the  certificate  of  appointment),  such  retention  is  equivalent  to  his  absolute 
appointment.  In  the  Post-Office  Service  the  period  of  probationary  appointment 
begins  from  the  date  of  appointment  as  regular  clerk  or  carrier,  and  not  from  the 
date  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

199.  A  manual  of  examinations  is  issued  by  the  United  States  Oivil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  r^ular  spring  and  fall  examinatioDs  for  positions  in  the  Departmental,  Railway 
Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services.  A 
copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service  Com- 
mission, Washington,  D.  C,  or  the  district  secretary. 

TECHNICAL    AND     SCIENTIFIC    EXAMINATIONS,  ALL 
SERVICES. 

200.  These  examinations  are  announced  from  time  to  time  as  the  needs  o(  the  service 
demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be  filled.  For 
all  of  these  positions  eligibles  are  certified  to.  vacancies  in  the  departments  at  Wash- 
ington or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere, 
as  in  the  jui^ment  of  the  Civil  Service  Commission  may  be  required  for  the  good  of 
the  service.  Information  concerning  these  examinations  may  be  obtained  from  the 
United  Slates  Civil  Service  Commisaion,  Washington,  D.C.,  or  the  district  secretary. 

RURAL  DELIVERY  CAKBIER. 

201.  Examinations  Cor  the  position  of  rural  carrier  will  be  held  as  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  esaminations  are  announced. 
A  copy  of  FOTm  1977,  Instructions  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Tenth  Civil-Service  District, 
New  Orleans,  La. 

202.  The  age  limits  for  this  examination  are  IS  and  55  years,  the  maximum  limit 
being  wuved  in  the  case  of  honorably  discharged  United  States  soldiers  and  sailors. 
(S«e  Bee.  23.) 

FOURTH-CLASS  POSTMASTER. 

203.  All  fourth-class  postmasters  in  the  United  States  are  in  the  classified  service. 
A  copy  of  the  regulations  governing  the  appointment  of  fourth-class  postmasters  may 
be  obtained  from  the  United  States  Civil  Service  Commission,  Washington,  D.  C, 
upon  request. 
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Df  reading  addressee  is  given  A3  subject  six  id  the  examinatian  for  t 

■or  otJier  setrlces  the  sixth  subject  la  United  States  geography. 

■  Rated  on  applkstloa  and  corroboiatlTe  evidence.  Btalementa  aa  lo  training,  experience,  and  StDMs 
are  accepted  subject  to  verification. 

Id  the  first-grade  exEiinination  competitors  who  fail  to  attain  a  ruting  of  at  least  70 

in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 

remaining  aubjects  of  their  examinations  will  not  be  rated. 

SPECIMEN    QUESTIONS. 

FIRST- QBASB  ex:amination. 

1.  Spbluno:  Twenty  words  of  more  than  average  difficulty.  3.  Ahfthmbtic; 
Fundamental  rules,  fractions,  percetilage,  interest,  discount,  analyeia,  and  statement 
of  simple  accounts.  3.  Penuanship:  Rated  on  lability,  rapidity,  neatness,  and 
general  appearance.  4.  Report  writino:  Teat  in  writing  in  letter  form  a  report, 
not  more  than  300  words  in  length,  summarizii^  and  anar^ng  in  logical  order  a  series 
of  facts  included  in  a  given  statement  of  400  to  5(K)  words.  S.  Coftino  and  cok- 
RECTiNG  MANuacROT.:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  miaspelled  words,  errors  in  syntax,  etc.    6.  Geoo- 

BAPHY  AND  CIVIL  QOVBRNMENT  OP  THE  USITED  STATES. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  aubjects; 

First  SublMt—Spentng.— SpelUng  Is  dictated  by  tbe  examiner.  '  The  words  are  written  b;  tiie 
competitor  in  the  blank  spaces  Indicated  on  ibt  first  sheet  of  the  examination.  All  words  should  be  com- 
menced with  capital  letters.  Theeiamlnerproiun'iioneaohword  and  gives  Its  definition,  Theoompetibir 
is  required  to  «ril«  only  the  word  and  not  us  deflnltlou. 

Cfiinda;  A  long  round  body.  Promlswrj;  CoDtalnlng  a  promise;  as,  a  promissory  note.  EttcntiaL 
Neceesary  or  indispeasable.  oitcenublt;  Apparent  or  visible.  Opporluniti;  A  St  ur  convenient  time. 
Deceittvl:  False  or  tricky.  D^trmet-  Rtepeci  or  r^ard.  IrucrUm:  The  act  of  plactog  in;  as,  the  inser- 
tion of  an  Bdvertlsement.  Fadlilale;  To  make  easy;  as,  lo  facilitate  business.  Sclunaiady:  A  city  ol  the 
United  Btates.  Aijacmt:  Lying  near  or  bordering  on,  3<mvenir:  A  token  of  remembrance.  Conciiinf: 
Yielding  or  giving  up;  as,  conceding  a  point.  Lineage:  Line  of  dtscent  or  aneostry;  as,  ol  royal  llaeage. 
DOtlaioai:  HBrmful  or  injurious;  as,  deleterious  to  health.  Horiiontal:  On  a  level.  /■rUnnianvTAa 
estate  Inherited  from  one's  Cattaet,  Ceniticatt:  A  written  testimony:  as,  a  marriage  certlfirste.  Ran- 
wfr."  A  place  ol  storage;  as,  a  water  reservoir,    FTimltiii:  Aright;  as,  uieprIvU<seoI  voting. 

Second  Subject— Arithmetic.— In  solving  the  following  problems  give  the  work  In  full,  shawtaig 
alitheOgaree  BQdmathematlcalsIgnsneccssary  for  the  solutloa  of  each  problem,  without  any  uEuiecvsr — 
flgurea,    Write  the  word  "Aoswer"  or  its  abbreviallDn,  "Ans,,"  after  ^  answer  loeactiproblNn. 


by  6.91,  g 


to  decimals  ai 


quesUoa  comprists  a  ^  ... 

" -■-  ---;twe!venumberseach  lobeadded.     2,  MalUplr 3AT>y 

itlent  add  the  diBerence  between  T]  and  BS^fr.    Chan, 


._  . —  , ___  ..  _ ,„. „ n  ftactiona 

and  solve  by  decimals,  3.  New  Brunswick  has  e«,234  pupils  enrolled  in  her  elementary 
Bcnooia  out  of  a  populBllon  of  307,344,  Saskatchewan  has  36,225  pupils  enrolled  out  ol  a  population 
of  28S,B0D,  If  the  same  per  cent  of  the  population  were  enrolled  In  Saskatchewan  that  is  eoroUed 
In  New  Brunswick,  would  Saskatchewan  have  to  Increase  or  decrease  her  present  enrollment,  and 
by  bow  many  per  cent  oi  the  present  enrollment?  1*  A  public  square  Is  surrounded  by  a  walk  which 
contains  an  area  ol  1  acre  and  Is  1  rods  wide,  the  walk  being  entirely  outside  of  the  square.     What  Is 

account  as  it  should  appear  taken  Irom  the  books  of  Vogel  A  Son;  make  a  proper  heading;  close  the 
account;  and  bring  down  the  balance  as  it  should  have  appeared  June  1,1011:  IXcring  the  month  or 
May,  1911,  Vogel  £.  Sou  had  the  following  transactions  with  Benton  Van  Riper:  May  I,  he  owed  them 
on  account  159,80.  May  2,  he  gave  them  his  note  due  In  10  months  for  tti,  resolving  credit  for  its 
present  wortb,  (40.  Hay  4,  he  sold  them  648  pounds  pork  at  121  cents  per  pouid.  Hay  S,  he  bought 
of  them  216  bushels  wheat  at  97}  cents  per  bushel.  Hay  22,  he  sold  them  75,860  bricks  at  19.40  per 
thousand.  May  16,  be  transfetred  to  them  by  Indoisememt  a  note  given  him  by  lolm  Doe,  bee  of 
tlOth  DlBt.] 
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note  tMO;  accrued  Interest  to  dale,  t3A.    Utj  73,  he  bought 

Eir  pound,  Bgroehig  to  pay  freight  also  ftt  IBJ " 
^  31  ^tbey  sold  him  I4,M0  pounda  coal  at  %S.' 


il^ 31, they , —  , — ,,.  „ 

nUld  Subject— Peiliiiaiulilik~Th8  raUng  on 
rapidity,  neatness,  and  general  appefusnoe,  and  by 
vords,  letleia,  and  panctuatlon  marlra  In  the  eiercis 
UcuIarBtylg  01  penmanship  Isprelnmd. 

FVntth  StiDjeet— Bnmrt  WrlUnc.— In 
tacts,  400  to  500  words  in  length,  which  he 
npoTt  In  the  form  oinletlerof  notmorethun  juu 
'liila  exercise  is  destcnad  to  test  the  oompetlu 
rating  the  report,  11a 


0  twunda  pork  aC  12}  oanls 
igDt  to  be  prepaid  b;  them. 

ship  wlli  be  determined  by  legibnity, 
ess  and  ucUormlty  hi  the  formatian  ol 
fourth  subject — report  vrltlng.    No  pAT- 

tbis  eierDlae  the  competitor  Ii  gi' 


mmarlze  ai 


;,  cspilaliiaClon, 


to  conslderatioti  In  rating  tbissubJec^ 


arrange  Into  a  lu 
English  a 

impietenesa  of  the  report  ai 

ol  capitals,  and  all  omfaaiani 

Lpanyhig.    Corre 
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Sbth  Subfect— Geograiiliy  and  ClvU  Govsmmmt  at  tba  UolMI  SMtvs.— Qaeatlons  I,  2,  Bod  3 
or  this  subject  ara  on  geography  of  tba  UnlL^  StJktfS  and  are  simitar  to  questions  I,  2,  and  4  o(  second- 
grade  geography  as  shown  under  that  subject.  Questlona  4  and  S  ara  on  civil  goTerament  ot  the  United 
States.    The  liiibwfag  questious  have  been  used: 

*.  (a)  How  are  Justices  of  the  Euprome  Court  appointedf    (6)  How  many  amendmsnts  have  bem 

added  to  the  CoostltulioD  of  the  United  StstesT    S.  (a)  Name  two  ways  in  which  a  bill  may  become  a 

law  wltbout  the  President's  signature,   {b)  Name  the  loUowbg  otflclals:  Speaker  o^the  Natlotul  Home 

of  RepresentatJTes;  Chief  Justice  of  the  United  States;  and  Secretary  of  State. 

8£!COin>-OBADE   KXAMINATION. 

1.  Spblunq;  Twenty   worda  of  average  difficulty  in  common  use.    t,  Artth- 

HETic:  EmbiikceB  addition,  eubtraction,  multiplication,  and  division  of  wbolenumberB, 
and  common  and  decinmi  fractions,  3.  Lettek  writinq:  Teat  in  the  use  of  the 
English  language  tor  buainesa  coireBpondence.  i.  Penkansbif:  Marked  on  legi- 
bility, rapidity,  neatness,  and  general  appearance.  3.  Coftinq  frou  flain  copt: 
An  esact  copy  of  a  few  printed  lines  in  competitor's  handwriting.  ••  Gbographt: 
Questions  relating  ta  the  boundaries  of  Statea  and  to  capitals,  largest  citiea,  rivera 
and  other  bodiea  of  water,  and  the  location  by  Statea  of  prominent  cities. 

The  fallowing  questions  and  testa,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

First  Subject— Spelllng.—Spellliig  is  dictated  by  the  examiner.  The  wonls  ace  written  by  the 
competilfir  iu  tbe  blank  spaces  indicated  on  the  first  sheet  ot  the  eiamination.  All  words  abould  beoom- 
menced  with  (apilsl  letters.  Tbe  examiner  pronounces  each  word  and  gives  its  deflnltlDD.  The  com- 
petitlor  is  required  to  write  only  the  word  and  not  its  definition, 

OpporttBl:  One  who  opposes;  as,  a  political  opponent.  PreMmt:  The  Chief  Executive  of  the  United 
States.  Canqaerar:  One  who  conqueis.  WTioleiomc:  Healthful;  as,  wholesome  food.  Athievt;  To 
gain;  as,  to  achieve  success.  Tratijuil;  Quiet  or  peacelul.  Delacli:  To  separate  or  remove;  as.  to 
detach  a  leaf  from  a  book.  Expentive:  Very  costly.  Decease:  J>eath;  as,  a  person's  decease.  yoticedbU: 
Worthy  of  notice;  as,  a  noticeable  occasion.  Sjupidoia:  Exciting  suspicion;  as,  a  susplclaua  circum- 
staoce.  Ttttaci:  A  raised  banlt  ol  earth.  Rapping:  Making  a  numbec  of  quick  blows.  Langnate; 
The  speech  of  a  people;  as,  the  English  language.  SctieiuU:  A  list  or  inventory;  as,  a  schedule  of  pricn. 
Tying:  Binding  or  fastening  with  a  cord.  Vulgar:  Low  or  mean.  Caane:  A  wsy  or  track;  as,  a  tbcQ 
course.    SaliiTy:  A  slated  allowsuce  paid  for  services.     Chicasa:  A  city  !n  tbe  United  Slates. 

Seccmd  Snb|ect_Arltbinet]c.— In  solving  the  toUowing  problems,  give  the  work  in  fall,  ihow- 
hig  all  the  figures  and  mathematical  signs  necessary  lor  the  solution  of  each  prablam,  without  ^y 
unnecessary  figures.  Write  the  word  "Answer"  or  its  abbreviation,  "Ans.,"  after  the  answer  to  each 
problem. 

1.  Add  tbe  lollonhig  (here  wiU  be  given  a  short  column  ol  Bgures)  and  subtract  l,3M,S97,<n9  Irom 
the  sum.  S.  Multiply  .B3M  by  QOU,  and  divide  the  product  by  .MS2.  Change  tbe  H  *»  >  decimal 
before  multiplying  and  solve  by  decimals.  3.  A  man  bought  a  farm  of  8TJ  acres.  He  tlwn  sold  301 
acres  at  a  loss  ol  K7.50,  receiving  tl,343.50  for  the  part  sold.  How  much  money  did  tbe  entire  brm 
cost  him?  1.  A  Jeweler  paid  S301,S0  for  old  gold  at  SI. 2D  per  pennyweight,  and  made  it  into  rfngs, 
webbing  3t  pennyweights  each.  He  sold  the  rhigs  at  }6.50  each.  How  much  more  money  did  be 
got  lor  the  rings  tlian  he  paid  fpr  the  gold?  S.  A  man  cut  9S  boards,  each  IS  feet  long  and  IB  inches 
wide,  into  paliugs  each  3  feet  long  and  2  inches  wide.  He  sold  the  palings  lor  SZ.SO  per  liundred. 
How  much  money  did  the  palings  bringi   Make  no  allowance  lor  saw  cuts. 

TlilM  Sublect—Letter  WriUng.— The  competitor  is  permitted  to  write  on  either  of  two  subjects 
given.   Tbe  following  subject  has  been  used: 

Write  a  letter  of  not  less  than  135  words,  giving  your  views  as  to  the  advantages  derived  from  free 
public  llbiaries  in  the  principal  cities  of  your  Stale.  This  exercise  is  designed  chiefly  to  test  ttia  oom- 
petllor's  skill  hi  simple  English  composition.  In  rating  the  letter,  its  errors  In  form  and  address, 
In  spelling,  capltalliatlon,  punctuation,  syntax,  and  style,  and  Its  adherence  t«  the  subject,  wHI  ba 
conslderad. 

rouTth  Subject— FraunaDsblp.— The  rating  on  penmanship  will  be  determlDWl  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  oorrectness  and  uniformity  in  tbe  fonnatlon  of 
words,  letters,  and  punctuation  marks  In  the  exercise  of  tbe  3ub}eot  of  copying  Irom  plain  copy. 
No  pMtlcular  style  ot  penmanship  is  prelerred, 

FUth  Subject— Copying  from  Plain  Copy.— N.  B.— ran«iaph,  spell,  oapllslize,  and  panotnate 
precisely  as  in  copy.  All  omissions  and  mistakes  will  be  taken  into  consideration  In  rating  this 
subject. 

Make  an  exact  written  copy  of  the  loliowing: 

Mo  recommendation  ol  an  applicant,  competitor,  or  elW'e  involving  any  disclosure  of  hfa  polit- 
ical or  religious  opinions  or  affiliations  stiall  be  received,  filed,  or  considered  by  the  Commission,  by 
any  board  of  examiners,  or  by  any  nominating  or  appohitiog  officer.  In  maldng  removals  or  reduc- 
tions, or  in  Imposbig  punishment  for  delinquency  or  misconduct,  penalties  like  In  cbuacter  shall 
be  Imposed  for  like  ofionscs,  and  action  thereupon  shall  be  taken  irrespective  of  the  political  (« 
religious  opinions  or  aSliationa  of  the  offenders,  A  person  holding  a  positkm  on  the  date  said  post 
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tlon  la  claiilfled  ander  the  civil-service  act  shall  be  entitled  to  all  tlie  rlghCa  and  beuefltu  possened 
b;  pecsoDaorthesBme  elisor  grade  appointed  upon  exHmmatloa  under  the  ptCTteloiM  of  said  act. 

Slrth  Snbleet  (atrvteta  oUicr  tban  Post  01B<e| — Geogcapbr^N.  B.— Competitors  are  caa- 
tiooed  not  Co  eioeed  the  TequlnimaiitA  of  the  queatlona  In  theii  anavera,  as  the  lull  value  of  a  poiot 
will  be  chafed  foi  each  Inoonect  point  In  the  answer. 

1.  Name  Btalo  as  fOIlowg;  Tvo  whlcb  border  Florida  on  the  north;  two  which  border  Coloisdo  on  the 
north;  two  vhkh  border  New  York  on  the  east;  two  which  border  Wisconsin  on  the  w(Bt;  one  which 
borden  Oregon  on  the  north;  one  which  borders  New  Hampshire  od  the  east.  S.  Name:  The  largest  two 
rlreiB  which  tarder  on  Kentiicty;  tbe  lai^[Mt  two  lakes  which  border  on  Michigan;  the  lareest  two 
BonadB  on  the  coMt  at  North  Carolina;  the  two  bodies  of  water  which  the  Niagara  River  connects;  a 
rlverwblcb  borders  on  Nevada;  the  river  on  which  Omaha  is  situated.  3.  (a)  Name  the  capital  of 
each  of  the  following-named  States:  Washington,  Michigan,  Arkaruas,  Maryland^  Massachusetts;  {b) 
Name  Uie  most  populotM  city  In  each  of  tbe  lOIIowhig-Damed  States:  PennaylTSnia,  Oregon,  Vermont, 
Louisleiia,  IIUdoIb,  4.  In  what  8tat«  Is  each  of  the  lollowlng-nBmed  prominent  cities  located:  Asheville, 
Trinidad,  Amsterdam,  Findlay,  Lynchburg,  Bedalla,  Walla  WaUa,  ffeene,  Macon,  BuperlorT 

Sbtb  Snbleet — [Post-Ofllee  SerTiee>~B«sdliiB  Addresses.— This  exercise  coDSista  ol  the  read' 
Ing  ol  a  namber  ol  written  addressee,  whlcb  are  photolithographed  on  one  sheet.  A  second  sheet  is 
furnished,  which  oontalne  the  same  addresses,  these  addreeaea  being  print«d  and  contahiing  erroiB  ol 
omiaBiOD,  substltutlan,  or  Insertion.  Tlie  eompetilor  is  required  to  indicate  the  eirore  In  each  printed 
addresaby  drawing  a  ilne  below  the  word  with  pencil,  thus,  Wilam  for  Wmiam,  in  any  portion  Ola  printed 
address  which  la  not  a  con«ct  copy  cltlie  written  address.  He  should  not  draw  aline  through  the  Incorrect 
word  nor  write  the  correct  word  over  It.  He  shoald  indicate  any  words,  figures,  or  Initials  omitted  on  the 
printed  sheet  by  tbe  use  of  a  caret,  thus,  A,  but  SHOULD  NOT  indicate  the  omission  or  eubstltuUon 
of  B  particular  tetter  in  a  word  by  tlie  ds«  of  a  caret.  Words  abbreviated  in  the  written  addreu,  but 
printed  in  tuU  in  tlie  printed  address,  are  regarded  as  correct  II  the  correct  words  areprlnlsd.  Differences 
in  punctaation  or  capitalization  are  not  reearded  as  errore.  All  competitors  will  be  started  at  a  given 
>e  Btopped  together  at  the  end  of  len  (10)  minutes.    The  rating  will  be  determined  on 


accuracy  only. 
Tlie  foUowing  are  i 


^■A-o^. 


ie  method  which  siiould  be  pursued  in  Indicating  er 
WRITTEN  AD  DRESS-CO  RRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 
Theodore  M.  Martin,  Foreman,  A  Water  Works. 
High  Road,  Qrand  Forks,  North  Dakota. 
WRITTEN  ADDRESS— CORRECT. 


/^.x^^evt. 


Fort  Tbompaon,  Alden  County,  Alab 


-,Gooi^Ic 


In  rating  Uila  stiltfect  aMdi  Morn  ti  rated  in  tlie  Judgrawt  of  tlie  ctastUuEB  aeoixIfDe  M  iu  value  on  • 
tcaleclioo- 

TVlian  ttio  question  lequiras  in  tlis  aatver  a  ipecifled  maaif>etolBtaUi$,  ciUet,  tIfms,  w  bodiu  at  wster, 
etc.,  and  the  onswar  eoaWna  a  grestci  numbv  tbao  is  raqufted  b;  tlw  qiwGtiiHi,  eaoh  iotiorroct  pan  or 
point  shall  be  cbargsd  tlM  ralUBot  s  required  port . 


m  addresses  given.    The  diilerenco 


In  rating,  BBob  BOarei  wiU  beratad  in  thejodcDieotAltbeei 
or  IX. 

When  the  question  requires  in  the  answer  a  specified  number  ol  porta  vr  polntu,  and  U»  amve 
Includes  a  greater  number,  each  inDorrect  part  or  point  shall  be  charged  the  value  at  a  required  pi 
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USE    THIS    BLANK    WHEN    WRITING    FOR    APPLICATION 
FORM. 

Persons  desiring  to  be  examined  for  any  of  the  positions  referred  to  in  thb  pam- 
phlet should  first  read  carefully  the  instructions  contained  in  the  pamphlet    If  an 
examination  ia  to  be  held,  the  blank  form  below  should  be  t«m  off,  filled  out,  ana 
mailed  to  the  district  secretary. 
FoHM  1372— Request. 

, 191     . 

Secretary,  Fourth  Civil  Service  District, 

Washington,  D.  C. 

Please  mail  to  the  address  given  below  application  form ,  in  order  that 

I  may  take  the 


Signature, 

Address,  . 


[Hh  DIst 
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(c)  The  following-named  poeitions  in  cerUia  field  branches  of  the  service: 

Pa«e.  Pat 

OtBcc  d«pntr  Vnltad  Statu  nlrslial.  De-  educational  poaltloni:  EnElneei,  forester, 

partment  olJustlce 23        gardmer,  janitor,  packer  (atdepots),  tod- 

HitroD  and  Batnu-lntfrpreter,  Immlgra-  man,  warehousemaa,  and  wheelwrlelit — 

tloQ  Service 24     jDBlot  laboratorr  helper.  Bureau  ofStand- 

HeehaDlnil  apprentlcs  drartBimn  and  ards 

CDpj'lst  draftiinam,  Enginesr  Departoieat  Wtrenin  and  meebanleal  drarunan,  Bu- 

at  Lor^....^ -  Ifi         rtftuof  HinpH 

In  tie  qoarterDiaBterCorpg:  FodUoDS  In  t 

harbor  boat  service,   messeneer,  stenog-  man,  amd  app 

rapher.  vatcbman,  and  the  lolTowIng  dod-  mentatLugB w 

Additional  positions  may  be  included  in  the  Third  District  organization  when  the 
conditions  of  the  service  make  each  additions  desirable  and  practicable. 

4.  All  ciril-BerTice  work  pertaining  to  the  positions  named  in  section  3  is  under  the 
direction  of  a  district  secretary,  subject  to  the  supervision  of  the  United  States  Civil 
Service  Commission.  The  address  of  the  district  secretary  is,  "Secretary,  Third 
Civil  Service  District,  Philadelphia,  Pa." 

6.  For  information  concerning  vacancies  and  salaries  of  positions  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  VacancieB  in  all  positions  covered  hj  this  publication  are  filled  by  open  con>- 
petitive  examination,  nnleea  filled  by  reinstatement,  transfer,  or  promotion. 
ExamiDBtions  are  open  to  all  citizens  of  the  United  States  who  comply  with  the 
requirements.  Persons  who  Wish  to  take  any  of  the  examinations  described  should 
follow  the  directions  contained  in  this  pamphlet.  In  writing  for  application  forms 
or  for  ioformation  the  name  of  the  examination  desired  ehonld  always  be  stated. 
The  application  form  when  received  should  be  carefnlly  filled  out  in  accordance  with 
the  instructions  printed  thereon  and  mailed  without  delay  to  the  Secretary,  Third 
United  States  Civil  Service  District,  Philadelphia,  Pa.  If  the  application  is  received 
by  the  district  secretary  within  the  tjme  prescribed  for  the  receipt  of  applications, 
and  the  applicant  is  found  to  be  enlJtled  to  the  examination  requested,  a  card  will 
be  sent  to  him  in  ample  time  to  admit  him  to  the  examination  if  a  mental  test  is 
required.  (See  page  26  for  method  of  making  registers  of  the  names  of  those  who  pasa 
examination;;. ) 

7.  A  lar^  noraber  of  communications  arereceived  in  which  the  writers  fail  to  give 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  postr 
office  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
fail  toreach  thedistrictsecretaryon  account  of  not  having  sufficient  postage  attached. 
Usually  at  least  4  cents  is  required.  It  is  not  necessary  to  incJose  postage  stamps  in 
order  to  secure  a  reply  from  the  district  secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination: 

{a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See  sec.  26.) 

(6)  That  he  is,  on  the  date  of  the  examination,  nnder  the  minimum  or  over  the 
maximum  age  limit.    (See  sec.  23.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity;  tuberculosis;  paralysis; 
epilepsy;  blindness;  lossofbotharma  or  both  legs;  loasofarmand  1^;  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs;  uncompensated  valvular  disease  of  the  heart; 
locomotor  ataxia;  cancer;  Bright's  disease;  diabetes;  or  is  otherwise  physically  dis- 
qualified for  the  service  which  he  seeks, 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  bever^es  to  excess. 
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(e)  That  he  ia  enlisted  in  the  netted  States  Aimy  or  Navy  and  has  not  aecnred 
permission  for  hia  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
NaTy,  respectively.    Written  permission  must  be  filed  with  the  formal  application. 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  i^ain  desirea  to  apply.  This  restriction  does  not  apply  to  persons  who, 
havioK  taken  one  annnal  examinatioo,  desire  to  take  the  next  annnal  examination, 
although  a  fnll  year  may  not  have  elapsed. 

{g)  That  he  has  heen  dismissed  from  the  Federal  eervice  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  his  application.  .  Whether  or  not  an 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed 
from  the  service  rests  with  the  Commission,  and  each  case  of  this  character  will  be 
considered  on  its  individoal  merits. 

(A)  That  he  has  failed  after  probation  to  receive  abaolnfe  appointment  to  the 
position  for  which  he  ^ain  applies  within  one  year  from  the  date  o£  the  expiration 
of  his  probationary  service.    (See  sec.  208.) 

(i)  That  he  has  made  a  false  statement  in  his  application,  or  has  been  gnilty  of 
fraud  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notorioosly  disgraceful  conduct. 

0)  That  he  has  been  dishonorably  dischai^ed  from  the  military  or  naval  service  of 
the  United  States. 

DEAF-MUTES. 

9.  On  April  7, 1909,  the  President  issued  the  following  order  in  r^ard  to  tiie 
admission  of  deaf-mutes  to  civil-service  examinations: 

Desi-mutea  may  be  admitted  lo  eiamlnatiooa  ior  all  places  In  Che  claflelfied  civil  service  of  (be 
tTnlted  Suites  whose  duties,  In  the  oplalon  of  the  heads  of  Uie  several  executive  departmenta.  the;, 
may  be  considered  capable  o/  perfonnlng,  and  each  dc^taitment  will  huntsh  to  the  Clvfl  Serrtee 
Conuninlon  a  Uit  of  mcb  poalllonB,  which  lial  shall  not  be  changed  wltbcnit  pnvloua  notice  to  the 
CotmnlHicB  and  In  accordance  with  wbleb  tbe  CoDuoluion  iball  caitlfy  n  wltiihold  from  cerUfica- 
tjon  deaf-mutes  as  tbey  ore  reached  In  ttielr  order. 

Form  1786,  containing  a  list  of  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  request 

PREFERENCE  IN  APPOINTMENT. 

10,  Section  1754  of  the  Revieed  Statutes  provides  that  persons  honorably  dis- 
charged from  the  military  or  naval  service  &y  reason  ofdUabUUy  resulting  from  wounds 
rtceired  or  sichness  tju^rred  in  th^  line  of  duly  shall  be  preferred  for  appointments  to 
the  civil  offices,  provided  they  are  found  to  possess  the  business  capacity  necesaary 
for  the  proper  discharge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  the  Commission  has  the  following  advantages:  {ay  He  is  released  from 
all  age  limitations;  {b)  hehas  to  attain  an  average  percentage  of  only  05  to  be  eligible, 
while  for  all  others  tbe  average  percentage  required  is  70;  {c)  having  attained  an 
average  percentage  of  65,  his  name  is  placed  on  the  register  above,  and  is  certified 
before  those  of  persons  who  have  not  been  allowed  preference;  and  f  if)  he  is  released 
from  the  law  and  rules  relating  to  apportionment  of  appointments.  Appointments 
in  the  Field  Service  are  not  apportioned.  If  on  the  same  register  the  names  of  more 
than  one  preference  claimant  appear,  the  name  of  the  claimant  having  the  highest 
average  percentage  will,  of  course,  head  the  list. 

Persons  entitled  to  preference  under  this  section  are  not  released  from  any  require- 
ment as  to  physical  condition  or  from  any  other  requirement  of  the  examination  for 
which  appli(atiou  is  made,  except  those  specifically  mentioned  in  the  preceding 
paragraph. 

Preference  under  this  section  does  not  apply  to  promotion  examinations  or  to 
examinations  for  the  Philippine  Service. 

Previous  employment  in  the  Government  service  does  not  entitle  an  eligible  to 
preference  in  appointment. 
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40  j'«arB,  he  will  be  admitted  to  exsmioatioa  if  on  the  date  thereof  he  haa  reached 
bis  twenti^li  hirthday,  and  he  will  not  be  admitted  to  ezamiaati(»i  if  on  the  date 
thereof  he  haa  reached  his  fortieth  birthday.  The  age  limita  for  all  examinations 
are  waived  in  the  cases  of  persons  honorahly  diecharged  from  the  United  States  mili- 
tary or  naval  eervice  by  recaon.  ofdieahUity  remlting  from  wcnmdt  reoeived  or  eiatness 
incurred  in  the  line  of  duty.     (See  sec.  10.) 

21.  The  Oommiasion  wilt  cloee  the  dietribidjon  or  recedpt  of  applicaticms  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

25.  If  the  needa  of  the  service  make  each  action  advisable,  the  Commiesion  may 
postpone  or  cancel  an  examination.  When  anexamination  is  postponed  or  canceled, 
persons  who  have  applicaUone  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  ia  determined. 

26.  All  applicants  mnst  make  oath  in  their  applications  to  their  Cnitad  States  citi- 
zenship or  allegiance.  In  the  case  of  a  foieign-born  dtizen  dtizenafaip  most  be  folly 
proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  mnat 
be  suhmitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particolar 
from  the  applicant'e  name  ae  it  appeani  in  the  appUcation,  it  will  be  neceeeary  for 
the  appUcant  to  prove  his  identity  by  submitting  the  affidavits  of  two  disinterested 
citizens  to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certifi- 
cate was  iseued. 

(6)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affi- 
davits of  two  disinterested  dtizens  that  the  applicant  is  the  reputed  child  of  the 
person  so  naturalized. 

(c)  If  naturalized  by  thenaturalizationof  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  evidence  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted. 

(d)  If  naturalized  by  marrif^  to  a  native  American  citizen,  the  marriage  certifi- 
cate must  he  submitted,  accompanied  by  the  affidavits  of  two  disinterested  dtizens 
that  the  husband  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 
native  dtizen.  The  afBdavits  should,  if  possible,  show  place  and  date  of  the  hus- 
band's birth. 

(e)  If  the  appUcant  is  the  child  of  American  citizens  temporarily  redding  abroad 
at  the  lime  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citi- 
zens to  the  facts  as  cliumed.  If  the  parents  are  naturalized  citizens,  their  citiz^iship 
must  be  proved  as  in  (6)  above, 

(/)  If  the  appUcant  has  been  hMiorably  discharged  from  the  Regular  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  dtizensbip  upon  filing  petition  with  the  proper  court,  as  pro- 
vided by  section  2166,  Revised  Statutes. 

{g)  If  the  applicant  has  been  htmorahly  discharged  from  the  United  States  Navy 
after  a  service  of  fi  ve  consecutive  years,  or  from  the  United  States  Muine  Corps  af  t«r 
one  enlistment,  he  may  be  admitted  to  dtizenahip  upon  filing  petition  with  the 
proper  court,  as  provided  by  28th  Statutes  at  Laige,  page  124. 

27.  An  application  from  a  foreign-born  person  claiming  dtizenship,  but  faihng  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  becomea 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  original 
naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  the  court  are  destroyed,  anew  certificate  should  beobtained. 

SH.  When  a  person  has  once  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof  with 
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a  eabeequent  application,  but  he  should  state  in  sach  applicatton  the  kind,  date,  and 
place  of  examination  in  connectjoniritb  which  he  has  fnmiebed  proof  of  citizenship. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

29.  The  OomtniBaion  haa  no  connection  with  any  clvil-eervice  school  or  institute 
doing  buHineea  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
regard  to  sach.  BepresentatiTes  of  schoolsare  not  permitted  to  inspect  the  examina- 
tion papers  of  competitors.  Authentic  information  in  regard  to  examinations  may  be 
obtained  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
tary, and  withont  cost.  The  Commission  is  in  no  way  rcsponeible  for  any  state- 
ments contained  in  the  advertisements  of  schools. 

FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

30.  For  positions  in  field  branches  of  the  service  which  require  a  mental  teat  but 
do  not  require  technical  qnalificationa,  examinations  of  three  grades  or  d^rees  of 
difficulty  are  held,  namely: 

Pinitrgtade,  or  clerical. 
Second-grade,  or  minor  clericaL 
Third-grade,  or  subclerical. 

31.  Bubbles  on  the  first  and  third  grade  reflsters  will  be  oertlAed  for  itlilug  vaoan- 
cies  as  the;  may  occur  In  any  branch  of  the  field  Service  in  positions  covered  by  the 
grade  of  examination  tlicy  have  passed.  (See  regnlatlonB  soveming  certifications,  page 
26.)  Applicants  for  the  first  and  third  grade  ezamlnatloBB  shoold  tberelore  apply  for 
"all  services"  in  their  ap^ioatlans,  unless  theie  are  one  or  more  services  in  wblchther 
will  not  accept  aj^iolntmenl.  In  this  event  they  should  speolllcally  enumerate  In  tbeir 
applications  the  services  In  which  appointment  Is  NOT  deaired,  in  order  that  their 
names  may  not  be  certified  for  those  servioei.  The  McoBd-^rade  ^TatmnatiftTi  is  given 
for  the  positions  of  cletk  and  oaniei  in  the  Post-Offloe  Service,  and  seldom  for  any 
other  poalUons. 

32.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  demred  mnet  be  made  tu  writing,  or  no  chai^  will  be  made. 

S3.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
date  or  during  the  same  series  of  examinations. 

34.  A  request  for  a  change  in  the  grade  of  examination  desired  by  an'  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  the  receipt  of  applications;  otberwiee  no  change  will  be 

THB  FIRST- OR ADB,  OR  CI/BRICAIi,  KXAMHTATIOM. 

(For  description  of  examinatioo,  sample  questions,  etc.,  see  p.  29-) 

35.  The  minimam  age  limit  for  adnusfflon  to  this  exMoination  is  16  years,  there 
being  no  maximum  age  limit;  but  no  person  nnder  21  years  of  age  on  the  day  of 
examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper, 
ganger,  or  storekeeper-gather  in  the  Internal-Revenue  Service;  and  no  person  under 
21  or  more  than  45  years  of  ^e  on  the  day  of  examination  will  be  eligible  for 
appointment  as  day  inspector  or  assistant  weigher  in  the  Coetoma  Service,  or  to  any 
position  in  that  service  whose  duties  are  partiy  thcwe  of  inspector.  (For  age  limite 
for  aeeietant  weigher  and  day  inspector  at  the  port  of  Philadelphia,  see  sec.  67. ) 

36.  Application  Form  1371  is  required. 

37.  This  examination  is  given  for  the  positions  of  asastant  weigher  and  day  inspec- 
tor {except  at  the  port  of  Philadelphia,  see  sec.  67),  clerk,  Inspectresa,  cashier, 
Storekeeper  (classed  as  clerk),  deputy  officer,  gauger,  and  sampler  in  the  Customs 
Service;  clerk,  ofBce  deputy  collector,  division  deputy  collector,  gauger,  storekeeper, 
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and  Btorekeeper-gaoger,  in  the  Interael-Berenne  Service;  w^ht  clerk,  timekeepei-, 
copyist,  and  atoreman  in  the  nav^  yard  and  naval  atatJon«;  the  position  of  office 
deputy  United  States  marehal;  and  clerical  pomtione  requiring  similar  qualifictttions 
in  the  services  named  and  other  field  branches.  PersoDS  desiring  examination  for 
any  of  these  poeitioiiH  shonld  apply  for  the  "first-grade,  or  clerical,"  examination. 
33.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
the  following-named  places,  except  where  the  number  of  eligibles  on  the  regislcr  in 
any  case  is  eufflcient  to  meet  the  needs  of  the  service  the  esamiuation  for  that  place 
will  be  postponed  until  the  next  year: 
Delaware:  Pennsylvania — Ckin  tinned.      Pennsylvania — Continued. 

Wilmington.  Chambeisburg.  Beading. 

New  Jersey :  Dubois.  Scianton. 

Atlantic  City.  Erie.  Sharon. 

Briclgeton.  Hairleburg.  Towanda. 

Camden.  Kittanning.  '    Union  town. 

Perth  Amboy.  Lancaster.  Warren. 

Trenton,  Lebanon.  Wilfces-Barre. 

Pennsylvania:  Oil  City.  Williamsport 

Allen  town.  Philadelphia. 

Altoona.  Pittsburgh. 

39.  Application  blanks  may  be  secured  between  the  1st  ol  Octeber  and  the  Sd  of 
January,  either  from  the  local  secretaries  at  the  post  offices  or  tbe  customhouses  in 
the  cities  named  or  from  the  Secretary,  Third  United  Btates  Civil  Service  District, 
post  office,  Philadelphia,  I^  To  receive  consideration  for  the  Fehmary  examina- 
tion, applications  must  be  filed  with  the  district  secretary  at  Philadelphia  not  later 
than  the  hoar  of  closing  business  on  January  8.  Applications  received  after  the  time 
specified  will  not  be  accepted. 

40.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
naUons  at  any  of  the  above-named  or  other  places  on  datee  other  than  that  of  the 
annual  examiuatios  in  Februu?,  due  announcement  of  such  extra  examinations 
will  be  made  in  the  public  press. 

41.  A  person  who  has  passed  the  firet'fTade  examination  for  the  Field  Service 
can  not  take  the  same  examination  for  that  service  within  approximately  one  year 
of  the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the 
examination  in  another  city.     (See  sec.  8  (/) . )     A  peraou  who  foils  in  the  examioa-    ' 
tion  may  take  the  next  examination,  r^nrdless  of  the  tjme  intervening. 

the:  second- OB  ad  E,  or  minor  CI.ERICAI.,  ■EXAMIJtA.TIOn. 

(For  description  of  examination,  sample  questions,  etc.,  see  pp.  31  and  32.) 

42.  This  examination  ia  given  for  the  poaitiona  of  clerk  and  carrier  in  the  Poet- 
Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other  services.  Full 
informatiou  concerning  the  Poat-Office  Service,  inclading  dates  and  places  of  exami- 
nations, will  be  found  on  pages  12  to  16,  inclusive. 

43.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post  OfBce,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  pa^  31,  omitting  the  test  in  reading  addresses,  and  with 
the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  el^btes  are  needed  and  will  be  duly  annonnced.  For 
information  concemii^  minor  clerical  positions  in  the  Ordnance  Department  at 
Large,  see  eecLion  134;  Quartermaster  Corps,  section  127. 

THE  THIRD-ORADE.  OR  ST7BCI.ERICAI.,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  seep,  33.) 

44.  The  minimum  age  limit  for  this  examination  is  18  years;  there  ia  i 
age  limit. 
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45.  Application  aad  examination  Fonn  1371  (ieaueof  December,  1911,  or  later), 
including  the  medical  certificate,  ia  required. 

48.  This  esamination  is  given  for  the  pOHiIioae  of  attendant,  foreman,  and  niglit 
inspector  in  the  Costoma  Service,  and  for  meesenger,  watchman,  classified  laborer, 
skilled  laborer,  and  poaitione  requiring  similar  qualifications,  in  the  service  named 
and  other  field  branches.  Specific  information  concerning  ezaminatiooa  for  the 
positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pf^  24.  Per- 
sona deairii^  to  become  eligible  for  appointment  to  anj  of  these  podtionB,  escept 
elevator  conductor  and  messenger  hoy,  ehonld  apply  tor  the  "third-grade,  or  sab- 
clerical,"  examination. 

<  47.  Theterm  "skilled  laborer,"  or  "classified  laborer,"  aeherensedisnotintended 
to  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  skilled 
labor.  In  the  present  meaning,  a  skilled  laborer  is  one  whose  duties  are  general 
or  miscellaneous,  below  the  clerical  grades,  and  above  the  grade  ol  mere  mannal 
laborer.  In  estabtiahmenta  of  the  Quartermaster  Corps  and  the  Ordnance  Departs 
ment  at  Large  many  minor  clerical  positions  are  designated  as  "skilled  office 
laborer,"  which  posiUons  are  filled  by  eecond^rade  examination.  (See  sees,  127 
and  134.) 

48.  This  examination  will  be  held  annually  on  the  first  Satorday  in  February  at 
Philadelphia  and  Pitlsbuigh,  Pa.,  except  when  the  number  of  eligiblea  on  the 
register  for  either  place  is  euffident  to  meet  the  needs  of  the  service  the  examina- 
tion tor  that  place  will  be  postponed  until  the  next  year. 

49.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
Jannary,  either  from  the  local  secretaries  in  the  cities  named  or  from  the  Secretary, 
Third  Civil  8er\-ice  Diatrict,  Philadelphia,  Pa.  To  receive  coneidoration  for  the 
February  examination,  applications  most  be  filed  with  the  district  secretary  at 
Philadelphia  not  later  than  the  hour  of  closing  business  on  January  2.  Applications 
received  after  the  time  specified  will  not  be  accepted. 

50.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third-grade  positions  for  ^hicb  female  eligibles  are  desired,  exam- 
inations will  be  duly  announced  in  the  public  press, 

51.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nations at  either  of  the  places  named  ic  section  48,  or  other  places,  on  dates  other  than 
that  of  the  annual  examination,  due  announcement  of  such  extra  examinations  will 
be  made  in  the  public  press. 

52.  A  person  who  has  passed  the  third-grade  examination  tor  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of  the 
dale  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  exami- 
nation in  another  city.  (See  sec.  8  (/).)  A  person  who  fails  in  the  examination 
may  take  the  mixt  examination,  regardiese  of  the  time  intervening. 

53.  Applicants  for  the  third-grade,  or  snbclerical,  examination  must  be  able-bodied 
and  physicaily  capable  of  performing  mannal  labor. 

54.  Male  applicants  for  the  third^rade,  or  snbclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists 
in  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  Strength  t«st  in  addi- 
tion to  the  snbclerical  examination,  it  will  be  noted  on  the  skilled-laborer  register  aa 
in  the  nature  of  a  qualification.  If  an  appointing  ofilcer  requests  certification  from 
the  third-grade  register  of  those  persons  capable  of  performing  heavy  manual  labor 
connected  with  a  Hubclerical  position,  certiflcatdon  will  be  made  from  the  skilled- 
laborer  register  of  eligibles  standing  highest  in  the  educational  examination  who 
have  also  passed  the  strength  test 
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INTERNAri-BEVENUE  SERVICE. 

55.  The  first-grade,  or  clerical,  examination  ia  given  for  posiliona  In  this  service 
us  follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  store- 
keeper, aud  storekeeper-ganger. 

56.  The  position  of  messenger  in  this  service,  and  other  poeitions  requiring  eimilai' 
qualifications,  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
subclerical,  examination. 

67.  Applicnnls  for  the  firit  or  third  grade  examination  ehould  luit  apply  for  »pe^fie 
posUiom.     {See  »ecs.  SO,  SI,  S7,  and  4S.) 

58.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  Ije 
eligible  for  appointment  in  the  Internal-Revenue  Service  in  the  internal-revenue 
district  in  which  such  placesare  located,  eg  indicated  below; 

The    first   internal-revenue   district  of     The  ninth  internal-revenue  district  of 
New  Jersey;  Pennsylvania — Continued. 

Atlantic  City.  T^ebanon. 

Bridgeton.  Bcrsntou. 

Camden  (Headquarters).  Towanda. 

Trenton.  Wilkes-Barre. 

The   fifth   interaal-revenoe   district  of  Williamsport. 

NewJereey:'  The  twenty-third  internal-revenue  dis- 

Perth  Amboy.  trict  of  Pennsylvania; 

The    first   internal-revenue    district   of  Dubois. 

Pennsylvania;  Erie. 

Allentown.  KitUmning. 

Philadelphia  (Headqnarteral.  Oil  City. 

Reading.  Pittsburgh  (Headquarters). 

The    ninth  internal-revenue  district  of  Sharon. 

Pennsylvania;  Uniontown. 

Altoona.  Warren. 

Chamberabni^.  The  Slate  of  Delaware:  * 

Harrisbiu^.  Wilmington. 

Lancaster  (Headquarters). 

59.  Storekeepers  and  gaugera  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggregate  compensation  doefl  not  exceed  (500 
per  annum,  are  not  subject  to  competitive  examination. 

60.  The  minimum  i^^  limits  tor  examinations  for  the  Internal- Revenue  Service  are 
osfollows:  Deputy  collector,  storekeeper,  ganger,  and  storekeeper-gauger,  21  years; 
other  positions,  18  years.  There  are  no  maximnm  limits  for  this  service.  (See 
sec.  23.) 

61.  For  description  of  first  and  third  grade  examinations,  see  pages  7  and  8;  for 
date  of  annual  examinations,  see  sections  38  and  48.  Information  concerning  etc- 
no^Tapher  and  typewriter  examinations  is  given  on  page  22.  For  additional  informa- 
tion  relative  to  certification  and  eligibility,  see  pt^e  26. 

1  Tha  fifth  inlemal-teTenue  dlatrict  ot  New  Jeraey,  with  headquaileis  »,t  Newark,  InclodeB  the 
counties  of  Beigen,  Esaei,  Hudaon.  Hunterdon,  Middleaei,  Morris.  FBssaic.  Soaier9«t,  Suesex.  UnlOD. 
and  Warren.  The  counties  of  Hunterdon,  Middlesex.  Somereet,  and  Wanen  are  in  the  third  civil- 
service  district,  the  other  conn  ties  ouned  bein^  in  the  second  civil-service  district.  PcTBone  passing 
iheeKamlnation  at  Perth  Amboy  will  be  eligiblo  for  appoiDnuent  topoeltloiialii  tbe  Intenul-Reveoae 
Service  anywhere  1q  theSftb  iDtcrDal-revenue  dlauict. 

<  The  State  ol  Delaware  is  In  the  internal-revenue  district  ol  Maryland,  which  incindes  the  States 
of  Maryland  and  Delaware,  the  District  of  Columbia,  and  the  countiea  of  Accomac  and  Northampton 
of  the  State  of  Vli^nta,  with  headquarters  at  BaJtiinore.  Persons  paaslng  the  examlnaUon  at  Wil- 
mington, Del.,  will  bo  eligible  for  appointment  to  field  positions  In  the  InlerDal-P-evenue  Service 
anywhere  in  the  Internal-revenue  district  of  Maryland.  They  will  not,  however,  as  a  result  of  pafslng 
the  Bxamlnation  for  field  positions,  be  eliglhle  tor  eppointment  to  positions  in  the  otBce  of  the  Com- 
missioner of  Internal  Revenue  in  the  Treasury  Department  at  Wasliinston. 
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CUSTOMS  SERYXCB. 
Gla.  It  has  not  yet  been  determined  \rliat,  if  any,  changes  in 
regrard  to  examination  and  certlllcation  may  be  desirable  bccaase  of 
the  reorganization  of  the  Customs  Service. 

62.  The  first-grade,  or  clerical,  examination  ia  pven  for  poaitiona  in  this  Ber\'ice 
as  follows:  Aaeistant  weigher  and  day  inspector  (except  at  the  port  of  Philadelphia, 
Bee  sec.  61),  clerk,  cashier,  inspectreas,  storekeeper  (classed  as  clerk),  deputy  officer, 
gauger,  and  sampler. 

83,  There  are  no  poailiona  in  the  Cuatoms  Service  in  the  Third  Civil  Service  Dis- 
trict which  are  filled  from  the  second-grade,  or  minor  clerical,  esammation. 

64.  The  third-grade,  or  sabderical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  mesBenger,  watchman,  and  classified  laborer. 
Applicants  tor  the  watchman  examination  in  the  Customa  Service  must  be  at  least 
6  feet  7  inches  in  he^ht  without  shoes. 

ApptieanUfoTfirelw  third  grade  exi^uTuitioneihouid  not  apply /or  gpedjic  pusitiom. 
iSce  »ea.  SO,  SI.  S7,  and  46. ) 

65.  As  provided  in  section  38,  firat^rade  examinations  will  l^e  held  annually. 
From  th»  resulting  registers  certification  will  be  made  for  filling  vacanciBS  occurring 
in  the  customhouses  in  the  following-named  cities: 

Bridgeton,  N.  J.  Perth  Amboy,  N.  J.  Pittsburgh,  Pa. 

Erie,  Pa.  Philadelphia,  Pa.  Wilmington,  Del. 

Third^rade  examinations  will  also  be  held  annuall;  at  Philadelphia  and  Pitts- 
borgh,  Pa.,  as  provided  in  section  40. 

66.  Examinations  lot  the  cDstombousea  at  Burlington,  N.  J.,  Egg  Harbor,  N.  J., 
Somers  Point,  N.  J.,  and  Tackerton,  N.  J.,  will  be  held  only  when  eligibles  are 
needed,  and  doe  announcement  will  be  made  in  the  pnbhc  press. 

67.  The  positions  of  asaietant  weigher  and  day  inspector  at  the  port  of  Philadel- 
phia nsnaHy  aie  filled  by  ptomotion  or  transfer,  No  person  may  be  appointed  or 
promoted  to  the  position  of  asnstant  weigher  or  that  of  day  inspector  who  is  less 
thsn  21  or  more  than  46  years  of  age,  who  is  lees  than  5  feet  6  inches  in  height  with- 
out shoes,  or  who  is  not  in  sonnd  physical  condition,  as  shown  by  the  examination 
of  a  physician  detonated  by  the  CommiSBion.  Special  regnlationa  are  in  effect  gov- 
erning certification  and  appointment  to  the  pdaitions  of  assstont  weigher  and  day 
inspector,  and  promotions  and  transfers  in  the  Coatoma  Service,  at  the  port  of  Phila- 
delphia, A  copy  of  these  regulations  {Form  1656)  will  be  furnished  to  those  inter- 
ested npon  ^plication  to  the  district  secretary  at  Philadelphia. 

68.  Examinations  for  the  positions  of  asaayer,  chief  or  special  deputy  collector, 
deputy  naval  officer,  deputy  anrveyor,  examiner,  and  wtigher  are  held  only  when 
eligibles  are  needed,  and  are  duly  announced. 

69.  The  examination  tor  opener  and  packer  will  consist  of  the  third-grade,  or  aub- 
derical,  subjects,  with  a  weight  of  40  per  cent  (see  p.  31) ;  training,  experience,  and 
fitness,  SOpercent^  Credit  will  be  given  for  experience  in  opening  and  packing  gen- 
eral merchandise.  Applicants  must  state  fully  in  th^r  applications  the  claaa  or 
classes  of  goods  they  have  opened  and  packed;  as  books,  dry  goods,  clothing,  imit, 
groceries,  glaaaware,  etc.  They  should  also  give  the  names  and  addresses  of  em- 
pioyers,  the  kind  of  bnsiness  in  which  each  employer  was  engaged,  and  the  length 
of  time  employed  in  packing  each  claea  of  goods. 

Application  and  exiunination  Form  1371  (isBue  of  December,  1911,  or  later),  includ- 
ing the  medical  certificate,  is  required.  This  examination  will  be  held  only  when 
eligibles  are  needed,  and  due  announcement  of  examinations  will  be  made. 

70.  When  examinations  for  opener  and  packer  and  for  other  snbclerical  positions 
are  announced  to  be  held  at  any  place  at  the  aame  time,  Bpplicants  for  the  opener 
and  packer  examination  who  may  also  de^re  to  become  elipble  for  the  subclerical 
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poattions  named  in  section  46  will  be  required  to  take  but  one  examination,  bnt  mnet 
file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  anotbarfor 
the  other  subulerical  positiona.  One  of  these  applicatione  mtut  he  duly  executed;  the 
other  may  be  a  copy  of  the  first  in  the  haiidwriting  of  the  applicant.  The  copy 
must  be  complete  in  every  particnlar,  including  the  jarat,  vouchera,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  muat  be  accompanied  by  a 
Btatement  showini;  the  kind,  date,  and  place  of  the  examination  for  which  the  origi- 
nal was  filed.  The  copy  must  be  filed  with  the  original;  it  can  not  be  made  after 
the  oritnnal  has  been  filed. 

71.  Examination  for  sugar  sampler  is  held  only  when  eligibles  are  needed.  Sugar 
samplers  must  be  at  least  5  feet  4  inches  in  height  in  bare  feet  and  weigh  not  leas 
than  130  ponnds  without  overcoat  and  hat  Applications  for  this  examination  are 
not  received  until  it  is  announced. 

72.  For  moat  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  positions  require  also  a  mental  test,  and  in  each  cases  the  examination  will  con- 
sist of  the  educational  subjects  of  the  third-grade,  or  subclerical,  examination,  with 
a  weight  of  20  per  cent  (see  p.  31) ;  training,  experience,  and  fitness,  60  per  cent; 
and  physical  ability,  30  per  cent.  When  no  mental  test  is  required,  the  exami- 
nation will  consist  of  the  subjects  of  training,  experience,  and  fitness,  and  physical 
ability.  For  the  noneducational  examination,  application  and  examination  Form 
ItjOO  is  required;  for  the  educational  examination  Form  1371  (issue  of  December, 
1911,  or  later),  inclading  the  medical  certificate,  is  required.  This  examiuation  will 
be  held  only  when  eligibles  are  needed,  and  will  be  duly  announced. 

73.  In  the  Customs  Service  women  are,  nnless  otherwise  specified,  eligible 
tor  appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy 
surveyor,  clerk,  stenographer  and  typewriter,  inspectreas,  and  cashier. 

74.  At  the  port  of  Philadelphia,  the  entrance  salary  for  clerks  is  f840  per  annum, 
with  a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satis- 
factory service. 

75.  Tlie  age  limits  for  examinations  for  the  Customs  Service  are  as  follows: 
Weigher,  assistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  tliose  of  inspector,  minimum  21,  maximum  45  years;  other  edacational 
examinations,  minimum  18  years,  no  maximum;  noneducational   examinations, 

76.  In  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of 
the  names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinatione  are  held  also  at  subports  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports, 
Yacancies  occurring  in  cnatomhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  subports  in  the  same  customs  district.  For  additional  information  concern- 
ing certification  and  eligibility,  see  page  26, 

77.  For  description  of  first  and  third  grade  examinations,  see  pages  29  and  33, 
Information  concerning  stent^rapher  and  typewriter  examinations  is  given  on  page 
22.  Additional  information  relative  to  noneducational  examinations  will  be  found 
on  page  24,  The  position  of  unskilled  laborer  in  cities  where  labor  r^ulationa  are 
in  force  is  filled  as  a  result  of  physical  examination,  as  described  on  p^e  26. 

POST-OFFICE  SERVICE. 

78.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  For  description  of  this  examination  see  pages 
31  and  32, 

79.  Applicants  for  examination  for  appointment  to  the  Post-Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  sees.  91and  93,)  Application  should  not  be 
made  for  the  "second-grade,"  or  "minor  clerical,"  examination, 
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80.  Application  Form  1371  is  inquired.  The  medical  certificate  need  not  be  exe- 
cuted at  Uie  time  of  filing  application.  Eligiblee  will  be  called  upon  to  fomiBh  the 
certificate  at  the  proper  time. 

81.  The  BLga  limits  for  the  Poet-Office  Service  are  18  and  45  years.  (See  sees.  8  (b) 
and  23.)  The  age  limita  are  waived,  however,  in  the  case  of  pereons  honorably 
diechai^ed  from  the  UniteiJ  States  military  or  naval  service  by  reaton  of  duabUiiy 
reaiilting  from  wounde  received  or  sickness  incnrred  in  the  line  of  dnty,  bnt  each 
persona  must  meet  the  physical  requirements  prescribed. 

82.  Male  applicants  must  measore  not  lees  than  5  feet  4  inches  in  he^ht  in  bare 
feetand  we^h  not  less  than  125  poimde  without  overcoat  and  bat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight. 

83.  Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Oommission  that  no 
person  wbo  has  any  of  the  following-named  physical  defects  will  be  appointed 
to  the  position  of  carrier  in  the  Poet-Office  Service:  Hunchback;  defective  hearing, 
sight,  or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or 
leg;  crippled  arms  or  legs;  flatfoot;  bernia;  congenital  weakness  of  the  abdominal 
wall,  or  snch  weakness  caused  by  wound  or  operation.  These  defects  will  also  de- 
bar a  person  from  appointment  to  the  poeition  of  clerk  in  the  Poet-Office  Bervice, 
except  that  deaf-mutes  and  peiwns  with  defective  speech  or  hearing  may  be  ap- 
pointed to  the  positions  of  mail  clerk,  distributer,  and  directory  and  forwarding 
clerk,  and  persons  suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be 
appointed  toaay  position  of  clerk  the  duties  of  which  they  are  phyucally  capable  of 
performing.  Applications  of  persons  who  are  not  entitled  to  examination  on  accotmt 
of  physical  defects  will  be.canceled.  (See  sec.  8  (e)  forphysical  defects  which  will 
debar  persons  from  any  examination.) 

84.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  thoee  who  are  sepa- 
rated from  their  husbands  and  support  themselves. 

85.  UolesB  otherwise  specified,  applicants  for  positions  in  the  Post-Offlce  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  they  will 
be  eligible  for  appointment  only  in  the  office  for  which  examined. 

86.  Examinations  for  the  first-clasB  offices  named  below  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year,  as  indicated.  If  the  needs  of  the 
service  so  require.  City  delivery  service  has  been  establishd  at  these  offices,  and 
their  force  includes  both  clerks  and  city  carriers. 

Allentown,  Pa,  (Wednesday),  Perth  Amboy,  N.  J.  (Saturday). 

Altoona,  Pa.  (Wednesday).  Philadelphia,  Pa.  (Wednesday). 

Asbury  Park,  N.  J.  (Saturday).  Pittsburgh,  Pa.  (Wednesday). 

Atlantic  City,  N.  J.  (Wednesday).  Pottsville,  Pa.  (Wednesday). 

Camden,  N.  J,  (Wednesday).  Beading,  Pa.  (Saturday). 

Easton,  Pa.  (Wednesday).  Scranton,  Pa.  (Wednesday). 

Erie,  Pa.  (Wednesday).  Trenton,  N.  J.  (Wednesday). 

Harrisburg,  Pa.  (Wednesday);  Washington,  Pa.  (Saturday). 

llazleton.  Pa.  (Saturday).  Wilkea-Barre,  Pa.  (Satnrday), 

Johnstown,  Pa.  (Wednesday).  Williamsport,  Pa.  (Wednesday). 

Lancaster,  Pa.  (Saturday).  Wilmington,  Del.  (Wednesday). 

New  Brunswick,  N.  J,  (Wednesday).  York,  Pa.  (Saturday). 
New  Caetie,  Pa.  (Wednesday). 

87.  Blank  forms  of  application  may  be  obtained  onlj/  between  July  1  and  October 
1,  either  from  the  Secretary,  Third  Civil  Service  District,  Philadelphia,  Pa,,  or 
from  the  local  secretary  at  tbe  office  where  appointment  is  desired.    Applications 
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miut  be  properly  execnted  find  filed  with  the  district  eecretaiy  at  Philadelphia 
between  Inly  1  and  t}te  close  ot  business  on  October  1.  AOTlloaUons  for  the  NoTem- 
ber  examinations  presented  at  other  Umes  will  not  be  accepted. 

88.  WhenevereitraexaminatiOTiflmaybectanenecewary,  to  meet  the  needs  oi  the 
service,  due  uuioDncera^it  will  be  made  of  the  dates  and  places  of  snch  examine 
tions,  tmd  also  of  the  time  allowed  for  the  filing  of  applications. 

89.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  Uanx  exam- 
ination for  more  than  one  flret-claas  post  office  for  which  examinatione  are  ordi- 
narily held  annually  in  November.  This  restriction  will  not  apply,  howev^  when 
an  examination  is  held  for  any  of  theee  offices  on  a  date  other  than  tl^kat  of  the 
regular  annual  examination. 

90.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  exiiminalion  he  has 
passed.  (See  sec.  S  [/). }  A  person  who  fails  in  an  examination  may  take  the  next 
examination,  regardless  of  the  time  intervening. 

91.  For  the  following-named  offices  the  names  ot  male  eligiblee  will  be  entered  on 
only  one  roister — namely,  the  '.'clerk"  or  the  "carrier"  regiater — and  nmle  appli- 
cants f'>r  these  of&ces  naut  indicaie  in  Ikeir  applicatiimg  whether  they  desire  the  posi- 
tion ot  clerk  or  of  carrier; 

Allentown,  Pa.  Erie,  Pa,  New  Castle,  Pa.  Trenton,  N.  3. 

Altoona,  Pa.  Harrisbnrg,  Pa.  Philadelphia,  Pa.  "Wilkea-Barre,  Pa. 

.Atlantic  City,  N.  J.    Johnstown,  Pa.  Pittsburgh,  Va.  Willianisport,  P^ 

Camden,  N.  J.  Lancaster,  Pa.  Beading,  Pa.  Wilmington,  DeL 

Chester,  Pa.  McKeeeport,  Pa.  Scranton,  Pa.  York,  Pa. 

Easton,  Pa. 

92.  A  reqnest  tor  a  change  in  the  deagnation  ot  the  position  desired  by  an  appli- 
cant must  be  made  in  writing  and  be  reCMved  by  the  district  secretary  on  or  before 
the  day  of  the  examination;  otherwise  no  change  will  be  made. 

93.  As  stated,  separate  registers  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  91.  For  other  offices  in  which  both  clerks  and  city  carriers 
are  employed  the  names  of  male  eligibles  are  entered  upon  both,  the  clerk  and  carrier 
registers  and  are  certified  (consideied)  in  their  order  tor  vacandea  occurring  in  either 
position,  without  regard  to  any  choice  expressed  by  the  eligible. 

94.  The  postmaster  isreqoired  to  make  selection  for  filling  a  vacancy  from  not  more 
than  the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any 
additional  vacancies  from  not  more  than  the  highest  three  remaining  which  have 
not  been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible 
must  have  been  within  reach  tor  three  separate  vacancies  in  a  position  before  it 
may  he  passed  over  in  making  selection  tor  appointment  to  that  position. 

95.  When  an  eligible's  name  is  borne  on  both  the  clerk  and  the  carrier  registers 
and  has  been  certified  (considered)  three  times  for  one  of  the  two  positions,  but  not 
selected,  bis  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  register  for  the  other  position  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  affect  the  eligible's  standii^  on 
the  raster  for  the  other  position.  Appointment  to  either  position  will  remove  the 
eligible's  name  from  the  registers  for  both  positions. 

96.  In  the  Poet-Offlce  Service  appointments  are  usually  made  to  the  portion  ot 
substitute  clerk  or  substitute  carrier.  Snbatitutcaare  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the 
raster  from  which  the  selectioa  was  made,  and  it  will  not  be  restored  for  considera- 
tion in  connection  with  an  appointment  to  a  r^nlar  position  only. 
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97.  Subatitates  sre  paid  at  the  rate  of  40  oenta  an  honr  when  aarring  for  absent 
clerks  and  carriws,  and  they  are  eligible  tot  appointment  as  aoxiiiary  employees 
and  as  clerks  and  carriera  of  the  first  grade. 

98.  Aiisiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  as  Babsti- 
tutes.     They  are  eligible  for  appointment  ae  clerks  and  carriers  of  the  first  grade. 

99.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Service  are  divided  into  five  grades,  the  Balariee  of  which  are  $800,  $900,  (1,000, 
$1,100,  and  $1,200  per  annum,  respectively.  Clerks  and  carriers  at  first-class  offices 
will  be  promoted  successively,  a  grade  at  a  time,  to  $1,100,  and  clerks  and  carriers  at 
second-class  offices  will  be  promoted  in  the  same  manner  to  $1,000. 

100.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of 
the  quarter  following  the  espiration  of  the  year's  service  in  the  next  lower  grade. 
Mo  promotion  will  be  made  except  upon  evidence,  satisfactory  to  the  Post  Office 
Department  of  the  efficiency  and  ftuthfulnesa  of  the  employee  during  the  preceding 
year.  When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatiefactory  service, 
he  may  be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any 
subsequent  quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the 
intervening  period.  Clerks  and  carriera  of  the  highest  grade  are  eligible  for  pro- 
motion to  the  higher  positions  in  their  respective  ofiicee. 

101.  Any  male  clerk  in  an  office  where  both  clerks  and  city  carriera  are  employed 
is  eligible  for  transfer  to  the  position  of  a  city  carrier,  and  any  city  carrier  is  eligible 
for  transfer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eli^ble 
for  transfer  to  the  position  of  rural  carrier. 

102.  Examinations  for  the  first  and  second  class  offices  named  below  will  be  held 
only  when  eligibles  are  needed  and  will  be  duly  announced.  Application  blanks 
wilt  not  be  given  out  until  the  examinations  are  announced.  City  delivery  service 
has  been  eatablished  at  these  ofinces,  and  their  force  includes  both  clerks  and  city 
carriers.    Names  of  first-class  offices  are  in  ilalics. 

Ambler,  Pa.'  Buffer,  Pa.  Darby,  Fa.' 

Ardmore,  Pa.'  Cambridge  Springs,  Donors,  Pa. 

Aahland,  P&.  Fa.  Dover,  Del. 

Athens,  Pa.  Oanomborg,  Fa.  Doyleetown,  Pa. 

Bangor,  Pa.  Cape  May,  N.  J.  Dubois,  Pa. 

Beaver,  Pa.  Carbondale,  Pa.  Duquesne,  Pa. 

Beaver  FaUx,  Fa.  CarUele,  Pa.  fiwi  HMsfturgfe,  Pa. 

Bedford,  Pa.  Cam^e,  Pa.  EaetStroudBburg,Pa. 

Bellefonte,  Pa.  Catt^auqua,  Pa.  EUwood  City,  Pa. 

Berwick,  Pa.  Chambersburg,  Pa.  Flemington,  N.  J. 

Bethlehem,  Pa,  Charieroi,  Pa.  Frantlin,  Pa. 

Blairaville,  Pa.  ChetUr,  Pa.'  Freehold,  N.  J. 

Bloomsbuig,  Pa.  Clarion,  Pa.  Galeton,  Pa. 

Bound  Brook,  N.  J.  Clearfield,  Pa.  Gettysburg,  Pa. 

Sraddock,  Pa.  Coateaville,  Pa.  Gloucester  City, 

Bradford,  Pa.  Columbia,  Pa.  N.  J.' 

Bridgeton,  N.  J.  Connelisville,  Fa.  Greentbarg,  Pa. 

Bristol,  Pa.  Conshohocken,  Pa.'  Greenville,  Pa. 

Brookville,  Pa.  Coraopolis,  Pa.  Grove  City,  Pa. 

Brownsville,  Pa.  Corry,  Pa.  Hackettstown,  N.J. 

BrynMawr,  Pa.'  Coudersport,  Fa.  Haddonfleld,N.  J.' 

Burlington,  N.J.'  Danville,  F-a.  Hanover,  Pa, 


Hollidaysburg,  Fa. 
Homestead,  Pa. 
Honesdale,  Pa. 
Huntingdon,  Pa. 
Indiana,  Pa, 
Irwin,  Pa. 
Jeannette,  Pa. 
Jenkintown,  Pa. 
Jersey  Shore,  Fa. 
Kane,  Pa. 

Kennett  Square,  Pa. 
Kittanning,  Pa. 
Lake  wood,  N.  J. 
Lambert ville,  N.  J. 
Lansdale,  Pa. 
Lansdowne,  Pa.' 
Lansford,  Fa. 
Latrobe,  Pa. 
Lebanon,  Pa. 
Lewisburg,  Pa. 
Lewistown,  Pa. 
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Lock  Haven,  Pa. 

IiOng  Branch,  N.  J. 

Uatianoy  CStj,  Pa. 

Maucb  Chunk,  Pa. 

MeKuiport,  Pa. 

McKees  Bocks,  Pa.    North  East,  Pa. 

MeadviUe,  Pa.  Ocean  City,  N.  J. 


Nanticoke,  Pa.  Rochester,  Pa.  Tarentnin,  Pa. 

Naiwretb,  Pa,  RoyeiBford,  Pa.  Titnsville,  Pa. 

New  Brighton,  Pa.     8t.  Marys,  Pa.  Towanda,  Pa. 

NewKenaington.Pa.  Salem,  N.  J.  Tyrone,  Pa.     ■ 

Norrittovm,  Pa.'         Sayre,  Pa.  Union  City,  Pa. 

Scottdale,  Pa. 

Sewickley,  Pa. 


Hechanicsborg,  Pa.    Oceaa  Grove,  N.  J.    Bhamokin,  Pa. 


Vandergrift,  Pa. 
Vineland,  N.  J. 
Warren,  Pa. 
Washington,  N.  J, 
Wayne,  Pa.' 
Waynesboro,  ftu 
Wayaeebnrg,  Pa. 
Wellaboro,  Pa. 


Media,  Pa.'  Oil  City,  Pa. 

Meyersdale,  Pa.         Olyphant,  Pa.  Shenandoah,  P&. 

Middletown,  Pa.        Palmyra,  I^  Shippenaburg,  Pa. 

Mitford,  Del.  Philipsburg,  Pa.         Slatington,  Pa. 

Miliville,  N.  J.  FhUlipebnrg,  N.  J.     Somerset,  Pa. 

Milton,  Pa.  Phoinixville,  Pa.        Somervilie,  N.  J. 

Monesaen,  Pa.  PitttUm,  Pa. 

Monotigahela,  Pa.      Plymouth,  Pn. 

Montrose,  Pa.  Pottstown,  I^  Slate  College,  Pa.       Wildwootl,  N.  J. 

Mooreatown,  N.  J.'    Priruxton,  27.  J.  Steel  ton.  Pa.  Wilroerding,  Pa. 

Mount  Carmel,  Pa.    Punseutawney,  Pa.    Sttondebnrg,  Pa.        Windber,  Pa. 

Mount  Holly,  N.  J.'  Bsdbank,  N.  J.  Sunbury,  Pa.  Woodbnry,  N.  J.> 

Mount  Pleasant,  Pa.  Benovo,  Pa.  Snequefaanna,  Fa. 

Muncy,  Pa,  Ridgway,  Pa.  Ttunaqua,  Pa. 

103.  At  the  second-class  ofBces  named  below  city  delivery  service  has  not  been 
established,  and  their  force  includes  clerks,  but  not  city  carriers.  Examinations  for 
these  offices  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced. 
Application  blanks  will  not  be  diatributed  until  such  anaooncement  is  made. 


Am  bridge.  Pa. 
Apollo,  Pa. 


Grenloch,  N.  J.  Millersbui^,  Pa. 

Hamraonton,  N.  J.    Milltown,  N.  J. 


Atlantic  Highlands,  Haverford,  Pa. 

High  Bridge,  N,  J. 


Belmar,  N.  J. 
Bemardsville,  N.  J. 
Bordentown,  N.  J. 
California,  Pa. 
Canton,  Pa. 
Ebensburg,  Pa. 
Elizabetbtown,  Pa. 
Emporium,  Pa. 
Ford  City,  I^ 
Freedom,  Pa. 


HightBtown,  N.J. 
Johnsonburg,  Pa. 
Keyport,  N.  J. 
Leech  burg,  Fa. 
Lehighton,  Fa. 
LitJta,  Pa. 
McDonald,  Pa. 
Mansfield,  Pa. 
Marietta,  Pa. 
Mercer,  Pa, 


Minersville,  Pa. 
Monaca,  Pa. 
Newark,  Del- 


Riverside,  N.  J, 
Biverton,  N.  J. 
Bchuylkill  Haven,Pa. 
Sellersville,  Pa; 
Smeihport,  Pa. 


New  Bethlehem, Pa.  South  Amboy,  N.  J. 
Northampton,  Pa,    Spring  Lake  Beach, 


Oakmont,  Pa. 
Overbrook,  Pa. 
Oxford,  Pa. 
Patton,  Pa. 
Pm»  Ai^yl,  Pa, 


N.J. 
Swarthmore,  Pa. 
Troy,  Pa. 
Tunkhannock,  Pa. 

Verona,  Pa. 


Pleasontville,  N.  J.   West  Newton,  Pa. 
Reynold Bvi lie.  Pa.     Woodlawn,  Pa. 


104.  It  is  the  policy  of  the  Post  Office  Department  to  fill  vacancies  in  the  position 
of  asdatant  postmaster  in  firstand  second  class  post  offices  by  the  promotion  or  trans- 
fer of  competent  persons  already  in  the  service.  When  they  are  not  so  filled,  ap- 
pointment is  made  from  the  same  examination  as  that  for  clerk  and  carrier;  but  a 
person  who  is  under  21  years  of  age  on  the  day  of  examination  will  not  be  eligible 
for  appointment  as  assistant  postmaster. 

105.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  on  page  22;  unskilled  laborer,  page  20. 
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8UBTREASTJRY  SERVICE. 

106.  Clerical  and  Bubclerical  poeitioos  in  the  subtreasury  at  Fiiiladelphia  are  filled 
by  certification  from  the  regielera  reaultiug  from  the  first  and  third  grade  examina- 
tions for  all  services  referred  to  on  pages  7  to  8,  and  pereone  desiring  appointment 
to  such  poaitions  in  the  eabtreasury  should  enter  those  general  examinations. 
Information  concemmg  stenographer  and  typewriter  examinations  will  be-  found 
on  page  23.  Examinationa  for  other  positjons  are  announced  ae  the  neede  of  the 
service  require, 

107.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  pOBitdons  in 
eubtreaaurieB. 

108.  Rigid  teeta  of  character  and  integrity  will  be  applied  to  all  applicants  for  the 
Snbtreaaury  Service,  and  only  those  Batiefactorily  meeting  euch  teata  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commission  and  the  assistant 
treaauier. 

MINT  AND  ASSAY  SERVICE. 

109.  The  only  office  of  this  service  in  the  Third  Civil-Service  District  is  the  mint 
at  Philadelphia. 

110.  Vacancicfl  occurring  in  clerical  and  subclerical  positions  are  filled  by  certifi- 
cation from  the  registers  resulting  from  the  first  and  third  grade  examinations 
referred  to  on  pages  7  to  8.  Information  relative  to  stenographer  and  typewriter 
examinaljona  is  given  on  page  22.  ExaminationB  for  other  positions  are  held  as  the 
needs  of  the  service  require  and  are  publicly  announced. 

CtrSTODIAN  SERVICE. 

111.  The  Custodian  Service  covers  positions  the  dnties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C. 

GDHCATIONAI.  EXAMINATIONS. 

112.  Examinations  for  the  positions  of  assistant  custodian,  assistant  custodian- 
janitor,  and  technical  positions,  such  as  steam  engineer,  engineer  helper,  electrician, 
and  dynamo  tender,  are  held  only  when  eligiblesare  needed,  and  are  dalyanaounced. 
Information  concerning  examinations  for  the  position  of  elevator  conductor  will  be 
found  on  page  24.  Vacancies  occurring  in  other  subclerical  positions  are  filled  from 
registers  i-esulting  from  the  third-grade,  or  subclerical,  examination  referred  to  on 
pages. 

NONEDTJCATIONAt  EXAMINATIONS. 

113.  This  class  includes  positions  such  as  fireman,  fireman-helper,  fireman-laborer, 
fireman-watobman,  janitor,  etc.  In  section  186  is  given  a  list  of  positions  filled  by 
noneducational  examination  for  which  applications  are  received  at  any  time  by  the 
district  secretary.  The  resulUi^  registers  are  used  for  flihng  racancies  occurring  in 
the  positions  named  in  various  branches  of  the  Field  Service.  The  position  of  fire- 
man, and  portions  whose  principal  duties  are  those  of  fireman,  in  the  Custodian 
Service,  are  filled  by  certification  from  the  r^j^ter  for  the  position  of  stationary  fire- 
man included  in  the  list  referred  to.  Examinations  for  noneducational  poaitions  in 
the  Custodian  Service  not  mentioned  in  section  186  are  held  only  when  eligible^  are 
needed  and  are  duly  announced. 

114.  The  first  word  of  the  title  of  double-titled  podtions  in  the  Custodian  Service- 
such  as  fireman- watchman,  watehman-fireman,   flreman-laborer,  janitor-fireman, 
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etc.— indicates  the  more  important  duties  of  the  poaition,  and  vacancies  are  filled  by 
noneducational  or  educational  examination  accordlugly.  For  instance,  a  vacancy  in 
the  position  of  fireman- watch  man  vill  be  filled  by  a  noneducational  examination  for 
firem^in,  aa  described  in  the  preceding  paragraph,  while  a  vacancy  in  the  podlion  of 
watchman-fireman  will  be  filled  by  certification  from  the  register  established  as  a 
result  of  the  Ihird^rade  educational,  or  enbclerical,  examination  referred  to  on 
p^^eS. 

115.  Application  and  esamination  Form  1800  is  required  fornoneducatjooal  exami- 
nations in  the  Custodian  Service.  Applications  must  be  filled  out  in  the  handwriting 
of  the  applicants. 

116.  The  age  limits  for  nonedncational  examinations  for  the  Custodian  Service  are 
18  and  55  years.  (See  sec.  23. )  All  honorably  discharged  United  States  soldiers  and 
sailors  of  the  CivU  War  will  be  admitted  to  these  examinationB  without  regard  to 
the  age  limits.  The  a^  limits  are  also  waived  for  examiuationa  for  all  branches  of 
the  service  in  the  case  of  persons  honorably  diecbai^ed  from  the  United  States  mili- 
tary or  naval  service  by  reason  of  diaabUibj  remiting  from  vnmndi  received  or  Kcknesi 
itu^rred  in  the  Urte  ofdtUj/. 

117.  For  further  information  concerning  noneducational  examinations,  see  page  24. 
Information  relative  to  the  poeition  of  anekilled  laborer  is  given  on  page  26.  The 
regulations  governing  certiflcfttJon  and  eligibility  are  shown  on  page  26. 

ENGINEER  DEPARTMENT  AT  LARGE. 

118.  The  headquarters  of  the  United  States  Engineer  districts  in  the  Third  Civil 
Service  District  are  located  at  Philadelphia,  Fa.,  Httsburgb,  Pa.,  and  Wilmington,  DeL 

educatiokaij  examinations. 

119.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenog- 
rapher, typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  sub- 
clerical  positions,  including  elevator  conduclpr,  measenger,  messenger  boy,  skilled 
laborer,  and  watchman,  are  filled  by  certification  of  eligibles  by  the  district  secretary 
at  Philadelphia,  Pa.  Of  these  positions,  those  of  the  clerical  and  snbclerical  grades 
are  filled  from  registers  resulting  from  the  first  and  third  grade  examinations 
described  on  pages  7  to  8.  Information  concerning  the  stenographer  and 
typewriter,  messei^er  boy,  and  elevator  conductor  examinations  will  be  found  on 
p^es  22  to  24.  Examinations  for  other  positions,  including  copyist  draftsman, 
mechanical  apprentice  draftsman,  and  bookkeeper,  will  be  held  only  when  el^ibles 
are  needed,  due  announcement  of  which  will  be  made. 

NONEDUCATIONAL  EXAMINATIONS. 

120.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  166 
is  given  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
which  are  received  at  any  time  by  ttjp  district  secretary.  The  positions  named  are 
those  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
the  service,  and  the  resulting  rasters  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches. 

131.  For  positions  which  are  peculiar  to  the  Engineer  Department  at  Lai^  and 
not  mentioned  in  section  186,  applications  are  received  at  any  time  by  the  local 
boards  of  civil-service  examineis  for  the  various  engineer  districts.  Application  and 
examination  blanks  (Form  1800)  maybe  obtained  from  the  secretary  of  the  Third 
Civil  Service  District,  Philadelphia,  Pa.,  or  the  secretary  of  the  local  board  at  the 
headquarters  of  the  engineer  district  in  which  employment  is  desired.  (Bee  sec.  118.) 
The  local  boards  will  also  furnish  any  further  information  desired  concerning  these 
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122.  BegisterB  lor  mechanical  trades  positions  show  the  branch  or  branchea  of 
the  trade  in  which  the  ehgibles  are  experienced,  and  selectioDS  for  filling  vacancies 
in  the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  eligiblea 
who  have  had  experience  in  a  particular  branch  of  the  trade.  For  instance,  the 
carpenter  register  may  contain  the  names  ot  stair  builders,  Bhip  carpent«rH,  bridge 
carpenters,  etc. 

123.  The  minimum  age  limit  for  noneducational  examinations  for  the  Engineer 
Department  at  Large  ib  18  years;  there  is  no  maximum  limit. 

124.  For  additional  information  concerning  noneducational  examinations  see 
page  24.    For  information  relative  to  certification  and  eligibility,  see  page  26. 

QUABTERMASTER  CORPS. 

125.  Thebranchof  the  service  formerly  known  as  the  Qnartermaster'B  Department 
at  Large  is  now  embraced  in  the  Quartermaster  Corps.  The  Army  appropriation  act 
approved  Angnst  24,  1912,  provides  that  positions  in  the  Quartermaster  Oorpe  which 
formerly  were  filled  as  a  result  of  open  competitive  examinations  held  by  the  Civil 
Service  Commission  may  be  filled  through  such  examinations  or  by  enlistment. 
The  information  given  below  is  applicable  when  the  positions  are  filled  through 
examination,  see  sec.  3c.  For  information  relating  to  positionB  filled  by  enlistment, 
application  should  be  made  to  the  Secretary  of  War,  Washington,  D.  C. 

126.  Establishments  of  the  Quartermaster  Corps  in  the  Third  Civil~8ervice  Dis- 
trict are  as  folltiws:  Supply  depot  at  Philadelphia,  Fa. ;  storage  and  supply  depot  at 
Pittsburgh,  Pa.;  Fort  Mott.N.  J.;  Fort  Dnpont,  Del. 

EDUCATION AI<  EXAMINATIONS. 

127.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subclerical  positions  in 
this  service  are  filled  by  certification  from  the  registers  resulting  from  the  first,  sec- 
ond, and  third  grade  examinations  referred  to  on  pt^es  7  to  tl.  The  position  of 
"skilled  office  laborer"  is  included  in  the  minor  clerical  class.  Information 
concerning  stenc^rapher  and  typewriter  examinations  is  given  on  page  22.  Exami- 
nations for  other  positions  which  require  mental  tests  are  held  as  the  needs  of  the 
service  demand  and  are  duly  announced. 

.  NONEDUCATIONAL   EXAMINATIONS. 

128.  This  class  includes  mechanical  trades  and  similar  portions.  In  section  186  ia 
given  a  list  of  positions  filled  by  noneducational  examination,  applications  for  which 
are  received  at  any  time  by  the  district  secretary.  The  positions  named  are  those 
in  which  vacancies  occur  with  more  or  leas  frequency  in  various  branches  of  the 
service,  and  the  resulting  registers  are  used  for  filling  vacancies  occurring  in  any  of 
those  branches. 

120.  For  certain  positions  which  are  peculiar  to  the  Quartermaster  Corps  and  not 
mentioned  in  section  186,  examinations  are  held  only  when  ellgibles  are  needed,  and 
are  duty  announced  by  the  district  secretary.  Application  and  examination  Form 
1800  is  required. 

130.  The  age  limits  for  noneducational  examinations  for  the  Quartermaster  Corps 
are  as  follows:  Men,  20  to  50;  women,  18  to  50.  (See  sec.  23.)  The  age  limits  are 
waived  in  case  of  persons  honorably  discharged  from  the  military  or  naval  service  by 
reaeon  of  wounds  receiredor  sichiese  incurred  in  Ihe  line  o/dvty. 

131.  For  further  information  relative  to  noneducational  examinations,  see  page  24. 
For  information  relative  to  certification  and  eligibility,  see  p^e  26. 
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ORDNANCE  DEPARTMENT  AT  IjAROE. 

132.  The  only  esfabliahment  of  the  Ordnance  Department  at  Large  for  which  cer- 
tifications of  eligibles  are  made  from  the  office  of  tiie  secretary  of  the  Third  Civil- 
Service  District  is  at  Philadelphia,  Pa.  (Frankford  Arsenal). 

BDUCATIONAI.  HXAMINATION8. 

133.  Clerical,  minor  clerical,  and  subclerical  poeitjons  in  this  eervice  are  filled  from 
registers  resulting  from  the  finit,  second,  and  third  grade  examinations  described  on 
pages  7  to  9. 

134.  For  the  position  of  skilled  office  laborer,  the  second-grade,  or  minor  clerical, 
examination,  referred  to  on  page  8,  isgivenif  thedutiesof  the  position  do  not  require 
a  knowlei%e  of  typewriting.  If  a  knowledge  of  typewriting  is  required,  the  minor 
typewriter  examination  is  given.  ExaminationB  sre  held  as  the  needs  of  the  service 
require  and  are  duly  annomiced. 

135.  Information  CMicemiug  examinations  for  the  positions  of  stenc^^^pher  and 
typewriter  and  meaaenger  boy  will  be  found  on  pages  22  and  24,  respectively. 

136.  Examinations  for  the  position  o£  apprentice  will  be  held  as  frequently  aa  the 
needs  of  the  service  require  and  will  be  publicly  announced  by  the  district  secretary. 
The  examination  consisU  of  simple  mental  tests  and  a  rating  on  physical  condition. 
Competitors  mnet  be  not  l^s  than  16  not  more  than  18  years  of  age  on  the  date  of 
examination,  except  that  applicants  who  are  graduates  of  a  technical  or  manual 
tiainii^  school  may  be  admitted  to  examination  if  not  more  than  20  years  of  age. 
Application  and  examination  Form  1376  is  required. 

137.  Examinations  for  other  positions  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  are  duly  announced. 

MBCHANICAL  OS&FieUAH   AND   AFPaBFTICE   DRAFTSUAN. 

138.  Information  relative  to  the  positions  of  mechanical  draftsman  and  apprentice 
draftsman,  and  appUcation  forms  therefor,  may  be  obtained  by  addressing  the  secre- 
tary of  the  local  board  of  civil-aervice  examiners  at  the  ordnance  establishment,  or 
the  Secretary,  Third  United  Statee  Civil-Service  District,  Philadelphia,  Pa.  Appli- 
cations may  be  filed  at  any  time  with  the  district  secretary.  Examinatione  will  be 
held  as  frequently  as  the  needs  of  the  service  require.  Applicants  will  not  be  assem- 
bled  for  examination,  but  will  be  required  to  submit  with  their  application  a  speci- 
men of  pencil  drawing  (mechanicalj  and  a  tracing  thereof,  with  a  statement  of  the 
time  consumed  in  making  each  and  a  sworn  statement  that  the  drawings  submitted 
are  wholly  the  work  of  the  applicant.  The  ratings  will  be  based  upon  the  work 
submitted  and  the  applicant's  education,  training,  experience,  and  fitness,  as  shown 
by  the  appUcation  and  corroborative  evidence.  The  age  limit  for  the  mechanical 
draftsman  examination  is  IS  years  or  over  on  the  date  of  the  examination;  for  the 
apprentice  draftsman  examination,  17  to  21  years  on  the  date  of  the  examination. 
Application  and  examination  Form  1312  is  required  for  both  examinationa 

nonbdttcationaij  examinations. 

139.  This  class  includes  mechanical  trades  and  simikr  positions.  In  section  186 
is  given  a  list  of  positions  filled  by  noneducational  examiuation,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
those  in  which  vacancies  occnr  with  more  or  less  frequency  in  various  branches  of 
the  service,  and  the  resulting  r^iisters  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches. 

140.  For  positions  which  are  peculiar  to  the  Ordnance  Department  at  Large  and 
not  mentioned  in  section  186,  applications  are  received  at  any  time  by  the  local 
board  of  civil-service  examiners  at  the  ordnance  establishment.    Application  and 
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examinatioD.  blajika  (Form  160O)  may  be  obtained  from  the  Secretmy  Third  Civil 
Service  District,  Philadelphia,  Pa.,  or  the  Becretary  of  the  local  board  at  the  Frank- 
ford  Araeoal.  The  local  board  will  also  furnish  any  further  information  deeiredcoa- 
cemii^  these  poaitionH. 

141.  The  minimum  age  limit  for  noneducational  examinations  for  tha  Ordnance 
Department  at  Large  ie  20  years;  there  is  no  maximum  limit. 

142.  For  additional  information  concerning  nonediicational  esaminatioos,  see  page 
24.    For  information  relative  to  certification  and  eligibility,  Bee  page  26. 

VNSEILLBD   LABOB. 

143.  For  information  concerning  the  position  of  unskilled  laborer  in  ihe  Ordnance 
Departmental  Large,  application  should  be  made  to  the  board  of  labor  employment 
at  the  orditfince  eatabliehment.  General  information  concerning  unskilled  labor  in 
Federal  offices  and  establish  ments  will  be  found  on  page  26! 

LIGHTHOUSE  SERVICE. 

144.  The  headquarters  of  the  lighthouse  districts  which  are  wholly  or  partly  in  the 
Third  Civil-Service  District  are  located  as  follows:  Third  lighthouse  district,  Tomp- 
kinsville,  N.  Y.;  fourth  lighthouse  district,  Philadelphia,  Pa.;  fifth  lighthouse  dis- 
trict, Baltimore,  Md.;  tenth  lighthouse  diatrift,  Buffalo,, N.  Y.;  fourteenth  l^ht^ 
house  district,  Cincinnati,  Ohio. 

EDUCATIONAL  KXAMINATIONS. 

145.  The  positions  of  bookkeeper,  clerk,  copyist,  stenographer,  typewriter,  messen- 
ger boy,  messenger,  watchman,  and  skilled  ^laborer  are  filled  by  certification  of  eli- 
gibles  by  the  secretary  of  the  Third  Civil-Service  District,  Philadelphia,  Pa.  The 
positions  of  clerk,  cnpyist,  messenger,  watchman,  and  skilled  laborer  are  filled  from 
rasters  resulting  from  the  first  and  third  grade  examinations  described  on  pt^es  7 
to  8.  Information  concerning  the  sten(^;rapher  and  typewriter  examination  will  be 
found  on  page  22;  bookkeeper,  pE^  24;  messenger  boy,  page  24. 

146.  Examinations  for  aid,  cadet  engineer,  cadet  officer,  draftsman,  scientific 
assistant,  superintendent,  and  other  such  technical  positions  will  be  announced 
when  eligihles  are  needed. 

NO  NEDU  CATION  At  EXAMINATIONS. 

147.  This  class  includes  the  mechanical  trades,  the  positions  of  master,  mate,  pilot, 
engineer  on  light  vessels  and  tenders,  keeper,  assistant  keeper,  and  similar  positions. 
In  section  186  is  given  a  list  of  positions  filled  by  noneducational  examination,  appli- 
catioDs  tor  which  are  received  at  any  time  by  the  district  secretary.  The  positions 
named  are  those  in  which  vacancies  occur  with  more  or  less  frequency  in  various 
branches  of  the  service,  and  the  resulting  registers  are  used  tor  filling  vacancies  occur- 
ring in  any  of  those  branches. 

148.  For  positions  which  are  peculiar  to  the  Lighthouse  Service  and  not  mentioned 
in  section  186,  applications  are  received  at  any  time  by  the  local  boards  of  civil- 
eervice  examiners  for  the  lighthouse  districts.  A  local  board  may  suspend  the  receipt 
of  applications  for  any  particular  position  until  such  time  as  eligibles  for  that  position 
are  needed.  Application  and  examination  blanks  may  be  obtained  from  the  secre- 
tary of  the  local  board  at  the  headquarters  of  the  Ughthouse  district  in  which  employ- 
ment is  desired,  and  applications  should  be  filed  with  him.  {See  sec.  144.)  Form 
1025  will  be  used  in  makingapplicationforthepositionsof  keeper  and  assistant  keeper; 
for  ether  positions  of  the  noneducational  class,  Form  1800  will  be  used.  The  local 
boards  will  furnish  any  further  information  desired  concerning  these  positions. 
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149.  The  age  limits  for  noneducational  esaminatione  tor  the  L^hthouae  Service  are 
as  (oUowb:  Minimum,  18  yeara,  except  tor  those  poBitibna  which  require  a  license  from 
the  Steamboat-Inspection  Service,  for  which  the  minimum  limit  is  21  years;  maxi- 
mum, 40  years  for  officers  of  tenders,  none  for  other  positions.  Persons  honorably  dis- 
charged from  the  United  States  Army,  Navy,  or  Marine  Corps,  and  persons  already  in 
the  Lighthouse  Service  in  classified  positions,  will  be  examined  without  reference  to 
their  age. 

150.  For  additional  information  concemii^  noneducational  examinations,  see 
page  24.    For  information  relative  to  certification  and  eligibility,  see  page  26. 

NAVY- YARD  SERVICE. 

151.  Labor  boards  have  been  established  at  the  navy  yard  at  Philadelphia,  Pa.,  and 
at  the  Philadelphia  Depot  of  Supplies,  United  States  Marine  Corps,  in  the  Third 

Civil-Service  District. 

EDITCATIONAIi  BXAMrNATIOWa. 

152.  Vacuicies  in  positions  which  require  educational  and  technical  qualificationB 

are  filled  by  certilicatioii  of  eligibles  by  the  secretwy  of  the  Third  Civil-Service 
District,  Philadelphia,  Pa.  Included  in  this  class  are  such  positions  as  bookkeeper, 
chemist,  clerk,  draftsman,,  electrical  expert,  laboiatorian,  m^azine  attendant,  mech* 
anical  engineer,  messenger,  messenger  boy,  stenographer  and  typewriter,  Ribinspector, 
timber  inspector,  watchman,  etc.  The  position  of  clerk  is  filled  as  a  result  of  the 
first-grade  examination  described  on  page  T,  and  the  positions  of  messenger  and 
watchman  are  filled  as  a  result  of  the  third-grade  examination  deecribed  on  pf^  8. 
Information  relative  to  the  bookkeeper  examination  will  be  found  on  page  24;  mee- 
•enger  boy,  page  24;  stenc^apher  and  typewriter,  p^e  22.  For  other  positions 
filled  through  educational  teats,  exaniinatioae  will  be  announced  when  eligibles  are 
needed. 

ARTISANS,  STTPBRTTSINO  AKTiaANS,  I.ABORHRS,  BTC. 

153.  Applicants  for  employment  in  positions  of  the  classes  of  artisan,  supervising 
artisan,  common  laborer,  and  the  like  should  apply  to  the  labor  board  at  the  navy 
yard  or  other  naval  establishment  where  employment  is  desired.    (See  sec.  161.) 


154.  Clerical,  minor  clericaL  and  subclerical  positions  Ia  field  branches  of  the  Immi- 
gration, the  Steam  boat- 1  napectiou,  and  the  Public  Health  Services;  in  offices  of  the 
Bureau  of  Animal  Industry,  the  Weather  Bureau,  the  Bureau  of  Mines,  and  the 
Bureau  of  Standards,  etc.,  are  filled  by  certification  from  appropriate  roisters  estab- 
lished from  examinations  for  these  grades  aa  described  on  pages  T  to  9. 

STENOGRAPHER  AND  TYPEWRITER. 

155.  Combined  stenographer  and  typewriter  examinations  are  held  for  four  branch  ee 
of  the  service,  namely,  the  Field  Service  (see  sees.  2  and  3  b),  the  Departmental 
Service  (departments  and  offices  at  Washington,  D.  C),  the  Isthmian  Canal  Service, 
and  the  Philippine  Service.  Separate  stenographer  examinations  are  held  for  the 
Field  and  Departmental  Services,  and  separate  typewriter  examinations  are  held  for 
the  Field,  Departmental,  and  Iflthmian  Canal  Services. 

156.  Examinations  for  the  Field,  Isthmian  Canal,  and  Philippine  Servicea  are  held 
quarterly;  those  for  the  Departmental  Service  are  held  monthly,  except  in  December. 
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157.  Women  are  not  admitted  to  examinations  fi>r  the  lathmiika  Canal  and  Phil- 
ippine Services,  and  they  ate  admitted  to  the  Departmental  Service  examinations 
only  twice  a  year — in  the  spring  and  fall. 

158.  Application  forma  may  be  obtained,  and  applications  may  be  filed,  at  any 
time,  except  that  applicationB  from  women  for  the  Departmental  Service  are  accepted 
only  when  the  spring  and  fall  examimitioiig  have  been  announced,  unleas  the  needs 
of  the  service  require  otherwise.  Fonns  for  all  services  may  be  obtained  from  the 
Secretary,  Third  Civil  Service  Disfiict,  Philadelphia,  Pa.  Form  1371  is  required 
for  the  Field  Service;  Form  304  for  the  Departmental  Service;  Fc«n  1312  lor  the 
Isthmian  Canal  Service;  Form  2  for  the  Philippine  Service.  Applications  ior  the 
Field  Service  should  be  filed  with  the  district  secietary  at  Philadelphia;  for  the 
Departmental,  Isthmian  Canal,  and  Philippine  Services,  with  the  Civil  Service 
Commission  at  Washii^ton,  D.  C. 

159.  The  age  limits  are  as  follows:  Field  and  Departmental  Servicee,  minimum  18 
yeaiB,  no  maximum;  Isthmian  Canal  Service,  minimum  20,  maximum  46  years; 
Philippine  Service,  minimum  18,  maximum  40  years. 

160.  The  demand  for  male  stenographer  and  typewriter  eligibles  usually  ia  greats 
than  the  supply.  Promotion  to  the  high»'  grades  is  reasonably  rapid  for  those  whose 
services  prove  satisfactory. 

161.  As  a  result  of  one  examination  a  man  may  beccune  eligible  for  appointment 
to  the  Departmental,  Isthmian  Canal,  and  Philippine  Servicee.  A  separate  exam* 
ination  is  required  for  the  Field  Service. 

162.  In  filling  vacancies  in  positions  in  the  Field  Service,  certification  to  the  vari- 
ous branches  of  the  service  will  be  made  as  stated  in  section  205. 

163.  Persons  desiring  to  enter  the  examination  should  write  to  the  district  secre- 
tary for  the  proper  application  form  or  forms  (see  sec.  158)  and  for  Foim  1424,  which 
contains  full  information  concerning  the  scope  of  the  examinations  and  the  require- 
ments for  all  services  and  the  exact  dates  of  examinations. 

DEPTTTY  UNITED   STATES    MAKSHAL,  DEPARTMENT    OF 
JUSTICE. 

164.  All  United  States  deputy  marshals,  except  thoee  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitjve  classified  service. 
Vacancies  in  this  petition  will  be  filled  aa  indicated  in  the  following  paragraphs: 

165.  Vacanciee  in  positions  requiring  a  knowledge  of  stenography  and  typewritii^ 
or  of  bookkeeping  will  be  filled  by  certification  from  the  steni^ropher  and  type- 
writer or  the  bookkeeper  register  for  field  services  of  those  who  were  examined  in 
the  State  in  which  the  vacancy  exists.     (See  sees,  155  to  163,  incluadve,  and  179.) 

166.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  raster  of  eli^bles  who  were  examined  in  the  State  in  which  the  vacancy 

167.  Vacancies  in  the  position  of  chief  ofGce  deputy  will  be  filled  in  like  manner, 
unless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

168.  Full  information  relative  to  the  first-grade,  or  clerical,  examination,  including 
a  list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  aunual 
examinations,  is  given  on  page  7. 
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ELEVATOR  CONDUCTOR. 

169.  The  position  oC  elevator  conductorm  Federal  bviildingB  is  filled  by  esamiiiatioii 
coneiBtiog  ol  the  educational  eubjecte  of  the  third-grade  examination  as  shown  on 
page  8,  with  &  weight  of  50  per  cent,  and  training,  experience,  and  flbieee  50  per 

170.  The  minimum  age  limit  for  this  examination  is  20  yeara;  there  ie  no  masi- 
mum  age  limit. 

171.  Appiication  and  eiaminatioa  Form  1371  {issoe  of  December,  1911,  or  later), 
including  the  medical  certificate,  ia  required. 

172.  Applicants  for  this  examination  must  be  able-bodied  and  phjsicsllf  capable 
of  performing  manual  labor. 

173.  In  rating  the  element  of  "  experience"  credit  will  be  given  tor  actual  experi* 
ence  as  elevator  conductor,  electric  motormaa,  or  electric  craceman,  and  applicants 
who  have  not  had  at  least  sis  months  of  ench  experience  will  not  be  admitted  to 
the  examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experi- 
ence most  have  been  gained  within  the  twelve  months  just  prior  to  the  date  of 
application.  Applicants  must  fnUy  indicate  in  their  applications  the  kind  of  eleva- 
tors,  and  whether  passenger  or  freight,  upon  which  they  have  been  employed,  as 
well  as  the  length  of  their  experience. 

174.  This  examination  will  be  held  in  the  dty  in  which,  or  in  the  vicinity  of 
which,  a  vacancy  occurs,  and  only  when  el^blea  are  needed,  dne  announcement 
of  which  will  be  made. 

MESSENGER  BOT. 

175.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  city  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  aubclerical,  subjects, 
as  shown  on  page  8.  with  the  exception  of  the  subject  of  trainii^,  experience,  and 
fitness,  each  of  the  five  subjects  having  a  weight  oE  20  per  cent  When  examina- 
tions are  to  be  held,  due  anuounceroent  is  made. 

176.  The  age  limits  for  this  examination  are  16  and  18  years.     (See  sec.  23. ) 

177.  Application  Form  1371  is  required. 

178.  While  there  are  no  height  or  weight  requirements  for  the  position  of  messen- 
ger boy,  eligibles  whose  weight  is  grossly  disproportionate  to  their  age  may  not  be 
certified  for  filling  vacancies  in  positions  the  duties  of  which  are  such  ttiat  unusual 
weight  would  interfere  with  their  proper  performance. 

OTHER  EDUCATIONAL  EXAMINATIONS. 

179.  Examinations  for  the  positions  of  bookkeeper  and  telephone  operator  in 
various  branches  of  the  service,  wireman  and  mechanical  draftsman  in  the  Bureau 
of  Mines,  junior  laboratory  helper  in  the  Bureau  of  Standards,  and  matron  and 
matron-interpreter  in  the  Immigration  Service  will  be  held  only  when  eligibles  are 
needed,  and  will  be  duly  announced.  Application  forms  will  not  be  distribut«d  and 
applications  will  not  be  received  until  such  announcement  is  made. 

NONEDUCATIONAL  EXAMINATIONS. 

ISO.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  por- 
tions which  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service, 
the  Quartermaster  Corps,  the  Ei^neer  Department  at  Large,  the  Ordnance  Depart- 
ment at  Large,  the  Lighthouse  Service,  and  certain  other  branches  of  the  service 
have  been  placed  under  the  district  system.  (See  seca.  2  and  3  (6).) 
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181.  Appropriate  examinationB  are  held  based  on  physical  ability,  and  training, 
experience,  and  fi tnese.  The  relalive  weighia  oftlieie  eubjecit  on  a  ecaU  of  100  are:  Phyeicai 
ability,  40;  training,  experience,  and  fJnesa,  60.  No  competitor  will  be  eligible  for 
appointment  who  does  not  receive  a  rating  ot  at  leaat  70  per  cent  in  the  subject  of 
training,  experience,  and  fitness.  The  information  on  which  the  ratinfta  are  based 
most  be  furnished  by  the  applicant  in  the  application  blank.  Care  should  be 
taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufficient  basis 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  voochere 
must  be  fnlly  answered.  All  Btatementa  relating  to  training,  experience,  and  fitness 
are  subject  to  veriGcation. 

182.  The  method  of  rating  the  subjects  of  these  examinations  ia  as  follows : 

(a)  PHveicAL  ABILITY. — An  applicant  without  apparent  physical  dieqaalificatioa 
ie  rated  at  98  for  this  element.  For  phygicai  defectfl  which  may  impair  hia  efficiency 
in  the  position  for  which  application  ia  made,  proportionate  deduction  will  be  made 
from  98,  according  to  the  nature  of  the  defect?. 

(A)  Tbaihino,  eipkbience,  and  fitness, — This  subject  will  be  rated  upon  the 
statements  made  by  the  applicant  in  hie  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  cliarac- 
ter  of  the  experience  shown,  and  special  consideration  will  be  given  experience 
which  is  continuous  and  recent. 

183.  In  any  of  these  examinations  the  Commission  may  in  ita  discretion  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
but  no  recommendations  other  than  those  called  for  by  the  Commission  will  be 
considered, 

184.  All  competitors  rated  at  TO  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  tbeir  ratings;  but  the  names  of 
persona  preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more,  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.     (See  see.  10.) 

185.  When  noneducational  examinations  are  given,  applicants  are  not  assembled 
for  a  mental  examination,  but  are  required  to  file  fully  executed  applications,  on  the 
fona  prescribed,  with  the  secretary  of  the  civil-service  district  in  which  employment 
is  desired,  uiile^  otherwise  specified. 

186.  For  the  following-named  positions  applications  are  received  at  any  time  by 
the  secretary  of  the  Third  Civil-Service  District,  Philadelphia,  Pa.: 
Blacksmith.  Machinist. 

Carpenter.  Machinist's  helper. 

Chauffeur-machinist.  Master. 

Engineer,  marine  gasoline.  Mate. 

Engineer,  marine  steam.  Pmnter. 

Engineer,  stationary  steam.'  Pilot. 

Fireman,  marine.  Plumber, 

Fireman,  stationary.  Plumber  and  steam  fitter. 

187.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the 
district  secretary.  Those  who  wish  to  apply  for  more  than  one  position  must  file  a 
separate  application  for  each  pmition  desired. 

188.  Applicants  for  the  positions  of  marine  steam  engineer,  marine  gasoline 
engineer,  master,  mate,  and  pilot  should  give  in  their  applications  the  names  and 
tennagea  of  the  vessels  upon  which  they  have  been  employed  and  submit  with  their 
applications  licenses  or  certificates  from  the  propersteamboatinspectora  showing  the 
grade  and  character  of  the  licenses  held  by  them. 

'E<lucatlona1  examj 
oIbo  In  the  Quarleriiii 
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189.  App)k»Bla  for  the  poeition  of  chaofCeDr-macMiust  moet  be  joameTman 
macbinistB,  aaii  in  addition  they  must  have  had  experience  both  in  rapiuriag  ttad 
driving  antomobilee,  autotnickiB.  or  oth^r  inotcv  Tebicles;  in  other  words,  applunnts 
mnet  begeDentlmaehiaiBta.  aotomachiniete,  and  chaoffeara. 

190.  Begietere  will  be  eatalkliahed  qnarleriy,  or  man  freqneotlj  or  leae  frequently, 
08  the  needs  of  the  service  require.  To  receive  ootuaderation  for  a  certain  quarter, 
applicalicHia  must  be  filed  in  complettform  with  the  diitriet  secretary  not  later  than 
the  15th  of  March,  June,  September,  <»  December,  as  the  case  may  be.  The  r^^ 
tere  will  be  made  ap  on  or  soon  af  terttie  1st  of  April,  July,  October,  and  Janoary. 

191.  From  the  re^sters  resulting  from  these  examtnatiODa  certification  will  be 
made  for  filling  vacancies  as  they  ocoir  in  various  tranches  of  the  service,  prindpalty 
in  the  Qoarturmaster  Corps,  Ik^ineer  D^Murtm^it  at  Lai^^,  and  Ordnance  Department 
at  I-arge,  and  occaeionally  in  the  Cuetodian  Service,  the  L^hthonae  Service,  and 
certain  other  branches.  In  making  certifications  dueT^iard  wilt  be  had  tor  the  *ge 
limits  and  other  requirements  of  the  service  to  which  certification  is  made.  Fnrth^ 
information  relative  to  the  QnartttmastM  Corps,  is  givw)  on  page  19;  l^igineer  De- 
partment at  Large,  p^e  1ft;  Ordnance  D^kactment  at  IJkrge,  pf«e  20;  Lighthouoa 
Service,  page  21;  Custodian  Service,  page  17.  The  regulations  gOTemii^  ccvtificatioD 
and  ^gibility  are  shown  on  page  26. 

192.  The  district  secretary  or  the  Civil  Service  Commissim)  at  Washington  will 
fiimiahinfarmatioDconCNuingnoDeducatiosalposituwsDotooveredby  this  pamphlet 

UNSEIIiliED  XiABORER. 

193.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern* 
ing  the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are 
fflled  by  registration  of  eligibles  after  a  phy^cal  test.  Tbedntiesof  men  are  those  (rf 
common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equivalent. 
Labor  regulations  are  in  force  at  Philadelphia  and  Pittsburgh,  Pa.,  and  vicinity, 
in  the  Third  Civil-Service  ffistrict  Esaminatioiffl  for  Philadelphia  and  PittabnrRh 
are  held  anmially  in  May.  Application  blanks  may  be  obtsined  from  the  Boards 
of  Labor  Employmmt  at  the  post  offices  in  the  cities  named,  between  April  1  and 
May  1  only.  Applications  will  not  be  accepted  uni«B  filed  witli  such  boards  prior 
to  the  hour  of  closing  business  on  Hay  1. 

194.  The  age  limits  for  this  poeition  are  20  and  60  years.  (See  sec,  23.)  The 
i^  limits  are  waived,  however,  in  the  cases  of  honorably  discharged  velenms  ot 
the  Civil  War  and  peraCHis  honorably  discharged  from  the  United  States  nuUtary  trr 
naval  service  by  reason  of  disability  resulting  from  wounds  received  or  eit^nese 
incurred  in  the  line  of  duty. 

195.  For  information  concerning  this  position  in  cities  where  labor  rc^alatioaa  are 
not  in  force,  inquiry  should  be  made  «f  the  official  in  chai^of  the  office  where 
employment  is  desired.  The  secretary  <d  the  local  board  of  civil-service  examiners 
at  ihe  Frankford  Arsenal,  Philadelphia,  Pa.,  will  furnish  upon  request  informaUcm 
relative  to  the  employment  of  unskilled  labor  at  the  arsenal  referred  to. 

CERTIPTCATION  AND  EUOIBILITY. 

196-  After  the  papersof  an  examination  have  been  rated  the  names  of  theeligiblea 
are  entered  ou  the  register  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  peiBtms  honorably  discharged  from  the  United  Slates  military 
or  naval  service  for  disabUity  incurred  in  the  line  of  duty.  The  names  of  such  persona 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percenti^  of  not  leee  than  65  will  be  placed  at  the  head  of  the 
eligible  register.  (See  sec  10. ) 
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197.  Separate  Tcgietere  are  mtabliahed  for  men  and  women,  and  certification  ia 
made  according  to  the  reqnuotion  ot  thf<  nominating  officer. 

19S.  The  period  of  eli^bilitjr  is  one  year  from  the  date  of  entering  tlie  name  on 
the  renter,  but  the  entji«  roister  may  be  extended  for  a  farther  period,  if  in  the 
judgment  of  the  Commission  the  needs  of  the  service  so  require. 

199.  The  higheet  three  namee  on  the  appropriate  register  are  certified  for  each 
vacancy-  ITnlees  sooner  selected  for  appointment,  an  eligible  will  be  entitled  to 
three  certifications  for  appointaient  to  each  nominating  or  appointing  officer  in  each 
service  for  which  he  may  be  eligible  for  appointment  An  eligible  will  not  be  certi- 
fied for  filling  a  vac&ncy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  hie  examination  papers.  The  appointment  of  a  person  whose  name 
is  on  more  than  one  raster  ordinarily  operates  to  cancel  his  eligibility  on  all  regis- 
ters of  the  same  or  lower  grade;  an  eligible  should  therefore  advise  the  district 
secretary  whether  he  desires  his  name  to  remain  on  any  register  established  from 
examination  other  than  the  one  which  resulted  in  his  appointment.  Appointments 
may  be  made  from  a  higher-gnide  register  for  filling  vacancies  in  a  lower-grade 

200.  For  filling  vacancies  in  the  Intemal-Bevenne  Service  certification  will  be 
made  of  the  names  of  eligiblee  who  were  examined  in  the  internal- revenne  district 
in  which  the  vacancy  occuts. 

201.  For  rilling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
names  of  the  eligiblee  examined  at  the  port  at  which  the  vacancy  exists,  except 
where  examinations  are  held  also  at  subports  for  the  convenience  of  applicants  the 
hi);heBt  elifribles  will  be  certified  of  those  examined  at  the  port  and  at  subports. 
(See  sec.  76.) 

202.  For  the  positions  of  clerk,  and  carrier  tor  city  delivery,  in  post  offices  a  sepa- 
rate roister  is  established  (or  each  classified  poat  office,  containing  the  names  of 
eligibles  examined  for  such  office.  For  certain  large  post  offices  aeparate  male  clerk 
and  carrier  registers  are  established,  while  for  all  other  offices  in  which  both  clerks 
and  city  carriers  are  employed  the  names  of  male  eligiblee  are  entered  on  both  the 
clerk  and  the  carrier  rq^isters.     (Gee  sees.  91  to  95.) 

203.  In  filling  vacancies  in  the  poeitioD  ot  office  deputy  United  States  marshal 
certificatjon  will  be  made  ot  the  names  of  eligibles  who  were  examined  in  the  St&te 
in  which  the  vacancy  exists, 

204.  Certification  for  filling  the  position  of  clerk  in  the  Army  Transport  Service 
will  be  made  of  eligibtes  examined  in  the  city,  or  the  vicinity  of  the  city,  from  which 
the  transport  b^Ib. 

205.  In  making  certification  for  filling  vacanclea  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  rega- 
lations  outlined  in  the  foregoing  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  far  aa  possible.  In  ease  the  register  for 
any  locality  becomes  exhausted  resort  may  be  had  to  the  roister  for  the  nearest 
locality  that  contains  the  names  of  eligibles  available  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  ia  wlUit^  to  accept  appointment. 

206.  In  filling  vacancies  in  any  position  filled  by  educational  ezaminalioo  not 
specifically  provided  for  above,  certification  will  be  made  of  elipbles  examined  at 
the  place  at  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  exists;  except 
in  the  absence  of  local  eligibles  after  due  opportunity  ot  local  competition  has  been 
afforded,  when  certification  may  be  made  from  regiaten  for  the  nearest  locality  con- 
taining the  names  of  available  eligibles. 

207.  In  filling  vacancies  in  positions  filled  by  noneducational  esamioatios  and 
tor  which  applications  are  filed  with  the  district  secretarj',  certification  will  be  made 
of  eligibles  readily  available  for  employment;  in  other  words,  of  those  who  live  in 
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the  place,  or  in  ttie  vicinity  of  the  place,  of  employment,  tnd  of  those  who  pTeaent 
themselves  to  a  member  of  the  local  board  of  civil-seirice  examiners  (or  to  the 
employing  officer  when  there  is  no  local-board  member)  at  the  place  at  which 
employment  ia  desired.  An  eligiblewho  does  not  live  at  (be  place  where  he  desires 
employment  will  not  be  certified  for  appointm^t  there  until  he  has  personally 
appearedbeforea  member  of  the  local  board  of  eiaminera  (ortheemployingofficer)at 
that  plac«,  has  secured  s,  certificate  from  the  board  member  (or  the  employingofficer) 
showing  the  date  on  which  he  appeared,  and  has  filed  such  certificate  with  the  dis* 
trict  secretary.  In  this  connection  vicinity  ia  defined  as  the  territory  within  the 
usual  commnting  distance.  An  employing  officer  is  the  official  in  charge  of  an 
office  or  other  establishment  Eligible^  on  registers  maiatained  by  the  district  sec- 
retary will  be  certified  for  filling  vacanciee  occurring  in  any  branch  of  the  service. 
From  roisters  maintained  by  local  boards,  certification  will  be  made  of  the  highest 
qualified  eligibles  on  the  local-board  registers,  in  conformity  with  the  speda!  r^ala- 
tiona  governing. 

208.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months  (or  at  the  end  of  one  year,  if  so 
epedfied  in  the  certificate  of  appointment),  such  retention  is  equivalent  to  hia  abso- 
late  appointment  In  the  Post-Offlce  Service  the  period  of  probationary  appointment 
begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from  the 
date  of  appointment  aa  snbstitate. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

209.  A.  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Bailway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  States  Civil  Service 
CoinmisaioD,  Washington,  D.  C.,  or  the  district  secretary. 

TECHNICAD   AND     SCIENTIFIC    EXAMINATIONS,    ALL 
SERVICES. 

210.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be 
filled.  Eligibles  are  certified  to  vacancies  in  the  departments  at  Washington,  or  in 
the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  Commission  may  be  required  tor  the  good  of  the 
service.  Information  concerning  these  examinations  may  be  obtained  from  the 
United  States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary, 

RURAL  DELIVERY  CARRIER. 

211.  Eiamiiiations  for  the  poaition  of  rural  carrier  will  be  held  aa  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Third  Civil-Service  District, 
PhOadelphia,  Pa. 

212.  The  age  limite  for  this  examination  are  18  and  65  years,  the  maximum  limit 
being  waived  in  the  case  of  honorably  discharged  United  States  soldiers  and  sailors. 
(See  sec.  23. ) 

FOURTH-CLASS  POSTMASTER. 

213.  All  fourth-class  postmasters  in  the  United  States  arc  in  the  classified  service. 
A  copy  of  the  regulations  governing  the  appointment  of  fourth-class  postmaatera 
may  be  obtained  from  the  United  States  Civil  Service  Commission,  Washington, 
D.  C,  upon  request 
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'Ths  subject  at  readlne  addresses  Is  EtveD  as  Bnb}ect  Sin  tbe  eiuulUBtlon  (Or  the  PoBl-Offlce  Service; 
Idt  other  servioee  the  sixth  subject  Is  United  Stales  Keograph;. 

<  Rated  on  appllcatloa  and  corroborative  evldanm.  Statements  as  to  tralalng,  eiperlenoe,  and  fit- 
Dees  ar?  accepted  subjeet  to  veriacation. 

In  the  iirHt-grade  eKamination  competitors  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  65  in  rpput  writing  will  not  be  eligible  for  appoiDtmeot,  and  the 
remaining  Bubjecta  of  their  examinatione  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FIRST-GRADE  EXAMINATIONS. 

1.  Spbllin'o;  Twenty  words  of  more  than  average  difficulty.  2.  Astthmbtic: 
Fundamental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Fbhmanshif:  Rated  on  legibility,  rapidity,  neatnesB,  and 
general  appearance.  4.  Report  writin'o:  Test  in  writing  in  letter  form  a  report, 
not  more  than  200  words  in  length,  summarizing  and  arranging  in  lexical  order  a  series 
of  facta  included  in  a  given  statement  of  400  to  500  words.  5,  Copyino  and  cob- 
BBOTINO  Mahuscript:  Tci<t  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc.    6.  Gloo- 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
chaiacter  of  these  subjects: 

FInt  Sublect—SntlUnB.— Spelling  Is  dictated  hj  tbe  examiner.  The  words  are  written  h^  the 
competitor  In  ths  bfank  spaces  Indicated  on  the  first  sheet  o(  the  examination.  All  words  should  be 
conunenced  with  c^iltal  letters.  The  examiner  pronounces  each  word  and  gives  its  deSaiUon.  The 
compeUtor  Is  leqidied  to  write  only  the  word  and  not  its  definition. 

CiUnier:  A  long  round  body.  PrBmiuarv:  Conlalnlog  a  promise;  u,  a  promlssotr  note.  Est 
Necessary  or  Indbpeiualile.  Ditarnlhti:  Apparent  or  visible.  Oppartmily:  A  fit  or  convenient 
Btedtflit  False  or  tricky.  Dr/rrmei:  Res]>ect  or  regard.  Intirtlm.-  The  u^  of  pladng  In;  as,  the 
UohMbii  adnrUssment.  faclUiIf.'  TomBkfleasy;Bs,  tolacllitaUbuilne«s.  Baututladg;  A  dly 
Vidtad  Stales.  A^aeeal;  Lylne  near  or  bordering  on.  fiouumir.'  A  token  of  remembrance.  Concrilnf: 
Yielding  or  riving  up;  as,  conceding  a  point.  Lineait:  Line  of  descent  or  aneeetry;  as,  of  royal  lineage. 
"■'-'-'— t.-Harmlul  or  Injurioos;  es.  daielerlous  to  health.  HoriwnMt-  On  a  level.  Paitimonf:  ita 
'    "  "  a  marrlago  certUlcale.   Kvier- 


bdOerloat.-  Harmful  n 
'■)B  Inherited  frora  c 


iB's  tether!    CerUficatt;  A  written  U 


A  right;  B 


le  prtvlle 


(beSguresand  mathemaf  teal  signs  neceBsaiyi 

Ugaree.    Write  the  word  "A "  —  ..--tv 

1.  This  question  coropri3> 
"- -it  twel 


"  or  Ita  a&brevtatloD  "Ana.",  after  (he 

.  ^ est  In  adding  numbers  oroaswise  and  L_ 

three  colrnnna  of  abont  twelve  numbers  tt/ih  to  be  added.    2.  llultlply  Zf, 


m  of  each  ptobtem,  without  any  unnecessary 


lest  in  addliig  numbers  croaawise  and  lengthwise.   There  are  usDallT 

— .. ^  ...........  J     »   "-"■-■-' ^y  », 73,  divide  the  product 

Traetlons  to 


byO.eiand  tothe  Quotient  add  the  differences  between  7|  and  9Mv.  Change  all  ec 
dedmals  and  solve  by  deoiiuds.  3.  flewBruiiswlo1chas£6,224pupus  etaioUed  Inher 
oa' of  a  population  of  BeT,34t.    Saskatohcwan  has  30,226  puplla  ebroUed  out  of  a  po] 


would  Saskatohowan  have 


popabtieni 

edtiiNewB 


•Dd  Is  2  rods  wide,  the  walk 
1  acre— 160  miibi«  rods.  B.  M 
taken  trom  the  books  of  Vogel 
balance  as  It  should  have  appe 
lOUowlng  transacUoQswllhSei 
Ibem  his  note  due  in  10  montti: 
648  pounds  pork  at  I2i  c^nls  p( 
bushel.  Uay  22,  he  sold  thsm 
btdersement  a  note  given  him  I 
[8d  Diet.) 


of  the  population  were  cnrolle:!  in  Baslafche  wan  that  Is  enrolled  tii 
-  ■- —  10  mcreaas  or  doetcase  her  pressnt  enrollment,  and  by  how  many  per  < 
'  publio  square  is  surrounded  by  a  walk  which  contains  an  area  of 
b^ing  eniir-' '-■'"-  -'  "■ —.— .  •-  .^ .  .t.  - 


Hfper:  kay  I,  he  owed  them 
ightof  them 


pounii.  Hay  S,  b< 
r!,8S0  bricks  at  ».i 
f  John  Doj,  tece  of 


account  as  it  should  appi^ar 

y.  1911,  Vocd  &  Son  had  the 
countlW.SO.  May2,hBaave 
.b,14a.  Uay  4.  he  sold  them 
ushels  wheat  B 


^  ._,.._  Iranafcrred  to  them  by 

t»00;  accrued  hiterest  to  date,  (36.   Uay  23,  be 


baugbtof  them  830  ponDda  pork  at  lU  ooDts  per  pound,  c^reetiu  to  nt  [rel^t  Bl»at  IGj  cents  per  100 
pounds,  the  freight  to  be  prepaid  by  them.  Hay  31,  they  sold  him  li,!eo  pounds  coal  at  KM  per  ton  of 
2,240  poiindB. 

ThirdSubJeet—FiiuiUMistilp.— The  rating  on  penmausblp  will  be  determined  by  legibility,  lapldlty, 
ncatneas,  and  general  appearance,  and  by  eofrectness  and  uouormlty  In  the  formation  of  words,  Tetters, 
__j ■---■' in  marks  In  the  exerclee  oi  the  (onrth  saW«t— report  writing.-  No  particular  style  of  pen- 


Dshlp  Is 


FoorUi  Subject— Bcport '. .  _ 

400  to  iOO  words  In  length,  which  >»  u>  w  nu 

inpm  nf  •  letter  of  not  more  tbau  200  words. 

■    " '-)testtheciimpeUtor'stnowledj[BOfslmpieEn 

report,  its  errors  of  form  and  adrlre^,  spell! 

.,_., , irrongement,  eonciseness,  and  corapleteupas  ol 

fUth  Snb]cet— Copiliu;  ana  ConMtIng  Hsnascrlpt,— Spelling, 

iui[l  mlatslies  will  be  taken  into  consideration  in  ratmg  thisaubjtct. 
Dlrtelioaito  OiecaniptUlor.—V/rite  acorrccled  copy  of  the  manuscript  accompanying. 

In  syotas,  spelling,  puDctuation.  and  capitalization;  vrlw  in  luil  abbreviated  words. 

Do  not  cbangB  or  paraphras  the  language  of  the  copy,  oc  Insert,  omit,  or  modiiy 

pimctUKtlon  marks,  eicept  as  may  be  necesrery  to  correct  ■ 


This  eierclse  la  I ._ 

intelligence.    In  rating 


mplete  report  In  th 
Utlon  and  his  genera 


etc.,  as  Indicated. 


, ^/w/^/vMyvMll-/t-{^^T^^l^^^^^i^Xv^J3f.<^^  jjr^ijlAAAr  t£  ^ 
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Slxtb  ankitt—Oaogmiau  ana  CIvU  Oovernment  al  tlte  Untted  StBtM.-QDeHtloiis  I,  2.  and 
ft  of  this  subject  ore  ou  gcogi&pby  of  the  United  EU-tea  and  are  dmll&r  to  questloiu  1,  2.  uod  4  of  sea- 
ond-gTBde  geugnipliy  ta  sbown  undei  tbat  subject.  Queetloiu  4  and  5  aie  an  civil  goTernment  of  tbe 
United  States.    Tbe  following  qncstions  bare  been  need: 

*.  (o)  How  are  Jusyceaottbe  Supreme  Court  appointed?  (6)  How  many  amendmenta  have  been 
added  to  tlie  ConBlKution  of  tbe  Unll«d  8tatesr  S.  (□)  Name  two  ways  In  whicb  a  bill  may  beeonie 
a  law  without  the  Presldenl's  Rfffnsture.  |hl  Name  the  foUowlne  oSHciala,  Speaker  Of  the  Nationsl 
House  ot  Representatiyea;  Cblef  Jui^ee  of  the  United  States,  and  Secretary  ol  State. 

SBCOND-URADH   BXAMINATION. 

1.  Spellino:  Twenty  words  of  ftver^?e  difficnity  in  coniinon  use.  2.  Ahith- 
.  UETic:  Embraces  addition,  snbtntction,  multiplicadoti,  and  diyisiua  of  whole  quo  bers, 
aod  cominoD  and  d«cinud  fractioDB.  3.  Lbtteb  wbitikq:  Teat  in  the  use  of  tbe 
English  langoage  for  bttsiness  correapondenc«.  4.  PsKHiNainp:  Marked  on  legi* 
bilitj',  rapidity,  neatness,  and  general  appearance.  6.  Copying  froh  plain  copy: 
Ad  exact  copy  ot  a  few  printed  lines  in  competitor'a  handwriting.  6.  (Services 
ol.h.er  tlian  Poet-Office),  Gbookaphy:  Queetions  relating  to  the  boundaries  of  Rtat«S 
and  to  capitalB,  largest  citiee,  rivers  and  other  bodies  of  water,  and  the  location  by 
States  of  prominent  cities;  (Post-OfSce  Service),  Rbadihg  Addressbs. 

The  following  qoestions  and  testa,  which  have  been  used,  indicate  the  general 
character  of  these  aubjecte: 

Ftrat  SnblMt-Spdllns.— Spelling  la  dictated  by  tbe  examlncF.  The  woida  an  written  by  the 
eompetltor  In  the  blank  epocea  indimted  on  tbeflratsbeetof  the  examination.  All  woideahonld  be 
commenced  with  capilal  lettera.  Tbe  eiamlnec  pronouncea  each  word  and  gives  its  deflnltlon.  The 
competitor  la  required  to  wdte  only  the  word  and  not  its  deflultiou. 

Opponent:  One  mhooppoaea;  ea,  a  political  opponent.  iVfriifctrf.' The  Chief  Executive  ol  the  United 
Statea.  COngtieror:  Onewhocunquera.  Wliolemme:  HealthfQl;  aa,  wholesome  lood.  JcAi«re.- To  gain ; 
aa,  to  achieve  auooesa.  TmrupiU:  Quiet  or  peaceful.  Detach;  To  separate  or  remove;  aa,  to  detach  a 
leaf  from  a  book.  Ecpenatjv:  Very  cortly.  J>Mi;ose.-  Death;  a?,  a  person's  decease.  NoUetable:  Worthy 
ot  notice;  as,  a  noticeable  occasion.  Saspicioag;  Exciting  auapicion;  aa,  a  auapicloua  circumatance. 
Terrace:  A  raised  baiiliof  earth.  Rapping:  Making  anumberofqiiickblona.  Lanffaoge:  The  speech 
Of  a  people:  as,  the  English  lan^naga.  lichedule;  A  list  oi  Inventory;  aa.  a  schedule  of  prices,  l^ng: 
Binding  or  fastening  with  a  cord.  Vuigaf:  Low  or  mean.  Cottrae:  A  way  or  track;  aa,  a  race  coorsfl. 
So/ar]/.-  A  stated  allouance  paid  lor  necvlcea.    C/iitMgo;  A  city  in  tbe  United  States. 

Second  Snbject— ArltbmeUc— tn  aolvlug  the  following  problems,  give  tbe  work  In  full,  showing 
all  tbe  figures  aod  maihemaiioal  slgue  necessary  for  the  soluUou  ol  each  problem,  without  any 
nnnecesaary  figures.  Write  the  word  "Answer  "or  ita  Bbtneviation,  "Ans.",  after  the  answer  to  each 
problem. 

1.  Add  tbe  following  (here  will  be  given  a  short  column  of  figures)  and  mibalract  1,364,637,029  Irom 
the  sum.  3.  Multiply  .S3M  by  SOH  and  divMe  tbe  product  by  .4682.  Change  tbe  ||  to  a  decimal 
before  multiplying  and  solve  by  decimals.  3.  A  man  bought  a  farm  of  97k  acres.  He  then  sold  20) 
acres  at  a  losa  of  S6T.50,  leceiviug  tl,S43.S0  lor  tbe  part  sold.  How  much  money  did  the  entire  farm 
costbim?  4.  A  jeweler  paid  t2ai,«0  lor  old  gold  al  tl.30  per  pennyweight,  and  made  it  Into  rings 
weighing  31  penny  weights  each.  Heaotd  the  ringa  at  I6.S0  each.  How  much  more  money  did  be 
get  for  tbe  rings  than  he  paid  lor  tbe  gold!  B.  A  man  cut  f>8  boards,  each  18  feet  long  and  ifi  inches 
wide,  Into  palings  each  g  feet  long  and  2  inches  wide.  He  sold  the  pallnga  for  (2.60  per  hundred. 
How  much  money  did  tbe  palings  bring?    Make  no  allowance  for  saw  cuts. 

Third  Subject— Letter  WrtthiB.— Tbe  competitor  is  permitt*d  to  writs  on  either  of  two  aubjecta 
given.    The  following  subject  baa  been  nsed: 

Write  a  letter  of  not  lesa  thau  126  words,  giving  your  views  as  to  the  advantages  derived  from  free 
public  llbrorleB  In  the  principal  cities  ol  your  state.  This  eieretee  is  designed  chiefly  to  teat  the 
competitor's  skill  In  simple  English  composition.  In  rating  tbe  letter,  its  errors  in  lorm  and  address. 
In  spelling,  capitalization,  punctuation,  syntax,  and  style,  and  Its  adherence  to  tbe  subject,  will  be 
considered. 

Fourth  SubJect—Penmanshlp.— The  rating  on  penmani^hip  will  he  determined  by  legibility, 
rapidity,  neatness,  aud  general  appearance,  and  by  coirectneaa  and  nnilormity  in  the  formation  of 
words,  letters,  and  punctuation  marks  in  the  exercise  of  the  subject  of  copying  from  plain  copy.  No 
particular  style  of  penmanship  Is  preferred. 

tiftli  Sub)Mt— Copying  from  Pl^n  Copy.— N.  B.— Paragraph,  spell,  capltallie,  and  punctuate 
precisely  as  in  copy.    All  omissions  and  mistakes  will  be  taken  into  consideration  in  rating  this 

Make  an  exact  written  copy  oi  the  lollowing: 

No  recommendation  oi  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  oi  his  polltl-  . 
cal  or  religious  opinions  or  afflllatlona  shall  be  received,  tiled,  or  considered  by  the  Commission,  by 
any  board  of  examiners,  or  by  any  comlnntlng  or  appointing  otilcer.  In  making  removals  or  reduc- 
linns,  or  In  imposing  punishment  for  delinquency  or  misconduct,  penalties  like  In  character  shall 
be  imposed  for  like  offenaes,  and  action  IhereupoQ  shall  be  taken  irrespective  ol  the  political  or 
religious  opinions  or  affiliations  of  the  ofleuders.  A  person  holding  a  position  on  the  date  said  posl- 
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tlon  l>  Gloffilfied  nndei  the  dvll-BeiTlce  net  ehall  be  entitled  to  all  the  rlghta  and  beneflts  po»e!«ed 
by  persons  of  the  same  elsw  or  grade  appointed  upoo  examination  under  the  provisions  of  said  act. 

Stitb.8ab]eot'-(SerTloesottieTtluiiiFost-omo«}—Oeograpli7.—N'.B.— Competitors 
are  cautioned  not  to  exceed  tbe  requirements  bl  the  questions  In  tbeir  answers,  as  the  [Qtl  value  □(  a 
point  will  be  charged  for  each  incorrect  point  in  the  answer. 

1.  Namo  States  as  loUows:  Two  which  border  Florida  on  t  e  north;  two  which  border  olotado 
on  the  north;  two  which  border  New  York  on  the  east;  two  which  border  Wlsconsiii  oa  tbe  west; 
one  which  borders  Oregon  on  the  north;  one  which  borders  Neff  Hampshire  on  the  east,  a.  Name: 
The  largest  two  rivers  which  border  on  Kentackji:  the  largest  two  lakes  which  border  on  Michigan; 
the  largest  two  sounds  on  tbii  const  of  North  Carolina;  the  two  bodies  of  water  which  the  Niagara 
Kiver  connects;  a  river  wblch  borders  on  Nevada;  the  river  on  which  Omaha  Is  situated.  3.  (a) 
Name  the  capital  of  each  of  the  following-named  States;  Wadhlnglon,  Michigan,  Arkaiisaa,  Mary- 
land, Massachusetts;  (A)  Name  the  most  populous  city  in  each  of  the  following-named  Stales:  Penn- 
sylvania, Oregon,  Vermont,  Louisiana.  Illinois.  4.  In  what  State  is  each  of  the  following-named 
prominent  cities  located:  Asheville,  Trinidad,  Amsterdam,  Flndlay,  Lynchburg,  Scdalla,  Walla 
Walla,  Keene,  Macon.  Superior. 

Siitli  Subject— (Post-omce  Servloe)~Readi]ig:  Addresses This  exercise  consists  of 

the  reading  of  a  number  of  writUn  addresses,  wblch  are  pbotollthoetaphed  on  one  sheet.  A  second 
sheet  Is  furnished,  which  cootalnB  the  same  addresses,  these  addresses  being  printed  and  containing 
errors  of  omission,  substitution,  or  insertion.  The  competitor  is  required  to  Indicate  the  errors  in 
each  printed  address  by  drawing  a  line  below  tbe  word  with  pencil,  thu; ,  Wilam  for  William,  In  any 
portion  of  a  printed  address  which  Is  not  a  correct  copy  of  tbe  written  address.  Ho  should  not  draw 
a  line  through  the  incorrect  word  nor  writ*  the  correct  word  over  II.  He  should  indicate  any  words 
figures,  or  Initials  omitted  on  the  printed  sheet  by  the  use  of  a  caret,  thus,  A.  hut  should  hot 
Indicate  the  omission  or  substitution  of  a  particular  letter  in  a  word  by  the  use  of  a  caret.  Words 
abbreviated  In  tbe  written  address,  bnt  printed  in  full  in  the  printed  address,  are  regarded  as  correct 
If  the  correct  words  arc  printed.  Differences  in  punctuation  or  capitalization  are  not  regarded  aa 
errors.  All  competitors  will  be  started  at  a  given  signal  and  will  be  stopped  together  at  the  end  of 
ten  (10)  minutes.    The  rating  will  be  determined  on  accuracy  only. 

The  following  are  lUuEtrations  of  the  method  which  shonld  he  pursued  in  Indicating  errors: 

PKINTED  ADDRESS—WITH  EHROES  NOTED, 
Theodore  M.  Martin,  Foreman,  A  Water  Works. 
High  Eoad,  Grand  Forlis,  North  Dakota. 
WRITTEN  ADDRESS-CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Uajor  A  A.  T.  Chandler, 

Fort  Thompson,  AJden  County,  Alabama. 
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THIRD-ORADB  EXAMINATION. 

1.  Spbluno:  Twenty  simple  worda  in  ordinary  use.  2.  Abithuetic:  Embraces' 
addltioT),  subtraction,  multiplication,  and  division  of  whole  numbers  and  of  Unit«d 
States  money.  3.  I..btteb  writing:  Test  in  tiie  use  ol  the  English  language  for 
hasineBS  correspondence,  4.  Penmanship:  Marked  on  legibility,  rapidity,  neatnees, 
and  general  appearance.  5.  Copyisg  fbom  plain  copy  :  An  exact  copy  of  a  few 
printed  lines,  in  (competitor's  handnriting.  6>  Thmnino,  bxpebibnce,  and  FiTHBas. 
The  following  queetione  and  testa  which  have  been  used  indicate  the  general  chai^ 
acter  of  these  subjects: 

First  Subject— SpeUlDB.—BpelllnE'ts  dictated  by  tbe  eiamEnei.  The  words  an  written  by  tbecom- 
petitor  ia  the  bJonk  gpaeea  Indicated  on  the  flist  sheet  of  the  examlnaUan.  All  wards  ahoald  be  oom- 
mcnced  with  capital  Ictlers.  Tbe  examiner  pronouncea  each  word  and  gives  its  definition.  Tbe 
competitor  ie  required  to  write  only  tbe  word  andnoCltedellaltlon. 

Sugar;  A  sweet  substance  mode  from  the  Juice  of  the  ragar  cane.  Fledge!  Something  given  as 
security.  Ouhla!  One  who  has  charge  of  money  In  a  bank,  Ftgurt:  A  mark  repiesen  ting  a  number. 
Carrying:  Conveying  or  IrunnporClng  In  any  way.  Breadth:  The  measure  from  ride  to  dde,  SkeeU  The 
amount  of  paper  made  In  one  body  oi  piece;  as.  a  sheet  of  paper.  Emily:  In  on  easy  manner.  Fron- 
tier: The  border  or  limits  of  a  country.  i^Mfcn<^t■  The  state  or  quality  of  being  patient.  Queia;  The 
act  of  guessing:  as,  to  gnesa  at  one's  weight.  Threal:  The  act  of  Ihrealening;  as,  to  make  a  threat. 
Diamond:  A  precious  gem.  Fist'.'  Togotose«:  as,  to  visit  a  hle^d.  Repair:  To  mend  or  makeover, 
as,  to  repair  clothes.  Peopk:  The  body  ol  persoDS  composfog  a  naiion;  as.  the  American  people. 
Seguire:  To  be  in  need  of;  iia,  to  require  mone;.  Oreaie:  Soft  animal  fat.  Aniwer:  To  reply  lo;  as, 
to  ans-wer  a  letter.    Exiit  To  live:  as,  to  exist  in  poverty. 

Second  Snbject— Arithmetic— In  solving  problems  theprocesses  stiontd  be  not  merely  indicated, 
but  all  the  iigurea  necessary  lu  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "  Ans."  after  It. 

1.  (This  question  will  consist  of  a  short  column  of  figures  to  be  added.)  3.  Divide  i, 408,688  by 
4,732.  3.  Uultiply  S,643  by  608,  and  tben  subtract  98,146.  4.  A  merchant,  who  spent  tS6,  bought 
66  pounds  ol  bntler  at  30  cents  per  pound,  84  barrels  of  apples  at  fJ.25  per  barrel,  end  spent  the 
remainder  for  coSee.  How  much  did  he  spend  for  ooSee?^  S>  During  the  month  ol  August  450.000 
bushels  oi  wheat  were  shipped  from  a  certain  port.  During  September  87.960  more  boshels  were 
■hipped  than  during  August.    What  was  the  lotal  number  of  bushels  shipped  in  the  two  mouths? 

Ttalrd  Subject— Letter  Writing.— The  competitor  la  permitted  to  write  on  either  one  of  two  sub- 
jects glten.    The  following  subject  has  been  used ; 

Write  a  letter  containing  not  less  than  100  words  statlDg  some  of  the  adTantages  uow  derived  by 
mankind  from  the  art  of  printing.  This  exercise  Is  designed  chiefly  to  teat  the  compel! tor's  akill  in 
■Imple  English  cornposilion.  In  rating  the  letter  it"  errors  in  form  and  address,  in  spelling,  capital- 
isation,'punctuation,  syntax,  and  style,  and  itsadhereuce  to  the  subject  will  be  considered. 

Fourth  Subject— Penmanslilp.—The  rating  on  penmanship  will  be  determined  by  legihillty, 
rapldili-,  neatness,  and  geiieral  appearance,  and  by  correctness  and  uniformity  in  the  formation  ol 
words,  letters,  and  punctuation  mBrli,s  In  the  exercise  of  the  fifth  subject — copying  from  plain  copy, 
No  pordcalar  style  of  penmaiiehtp  Is  preferred. 

Filth  Subject— Copying  trom  Plain  Copy — N.  B. -Paragraph,  spell,  capitalize,  and  punctnate 
precisely  as  in  the  copy.    All  omissions  and  mistakes  will  be  taken  Into  conslderatinn  in  raHng  this 
subject, 
Jfiiie  en  erari  KriUea  cnpy  nf  ihejolhictng: 

The  present  postal  policy  is  to  carry  oewspapeia  in  some  cases  free,  and  in  all  other  casee  at  much 
lower  rates  of  postage  than  Is  charged  fur  letters;  the  one  being  for  pe  public  weal,  while  the  other 
Is  for  private  benefit.  If  the  telegraph  becomes  a  part  of  the  service,  it  will  still  be  the  dnly  of  the 
Department  to  transmit  telegrams  ior  the  press  at  much  lower  rates  than  for  private  Individoala 

BRIEF  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  Boon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are 
rated  and  the  average  peia^ntage  of  each  ascertained,  and  competitors  notified 
whether  they  pass  or  fail.    The  following  is  a  brief  outline  of  the  mlea  for  rating 

BCLSS  FOa  BATINQ  8PELUHQ.  FTOm  100 

deduct— 

1.  Foreacherrorln  spelling  when  Che  exercise  consists  of  20  words G 

2,  For  each  error  in  capltaliiation 1 

8.  For  each  failure  to  use  or  for  each  wrong  use  of  Ihe  hyphen  and  for  each  improper  dlvisiaa 

of  a  word  into  a  compound  word  when  required  to  be  written  solid 2 
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amjs  TOR  BAnHQ  ibitshb'HC  From  100 

deduot— 
L  f  u  eaiA  TKmg  piocesa,  piodncing  incoirect  result,  Id  prapoitlon  lo  tbe  niunber  of  steps  ii>- 

VOIvHl  and  gravHy  of  error 10  to  100 

2.  For  dectaiBl  enot  and  for  eaoii  fva^on  ot  b  deotes!  or  common  (reotlori  ttst X 

3.  FoToKb  error  In  camputatiffii  or  In  copTiog  From  tbe  printed  question  or  from  work ._..  Id 

4.  FaimtDarraTan.aucbiiswnn«indlcstiona[aoorrectprace9S,lBC<aTeotoriuisanslitefltpnnctu- 

BtlDQ,  Improper  use  of  symbols  of  deslgoatitn.  Improper  or  Inoorreot  dcslciiatlon  of  a  partial 

or  final  result,  etc BfolO 

5.  For  failure  to  show  work  a3  required  In  soluthm  of  problems XtoTS 

IQ  ratine  the  letter,  Its  emus  In  form  and  address,  lu  spiling,  capltalliaUan,  paaotaatioa,  syntax,  and 
Myle,  and  Its  adhereore  to  and  Ireatment  of  the  sub](£t  gtvea  ue  ooosldoed,  and  lis  value,  in  the  ludg- 
ment  of  the  examiners,  detamlned  toi  a  scale  id  lOO. 

In  determining  the  rating  for  letter  writing  It  is  proper  [or  the  eiamlDa  to  be  guided  Id  a  graieral  wa;  by 
Uie  loHowmgachenie:  Eioellait.aStoMi  good,  gotoSO;  t^.Satonii  ocdbMry.TOtoeO;  pi»r,Gata£0;  very 
poor,  SO  to  39;  ivscUctOly  wgcthlega,  2S  to  0. 

BOLES  TOE  oATma  BBPOBt  inuTDia. 
In  general,  in  addition  to  bodcIbhkss  and  completeness  ol  tbe  sonunuy,  the  Mine  demrails  will  b«  eon- 
sldered  In  mtbig  this  subject  as  are  consideTed  In  rattng  letter  wrttlng,  and  the  ratings  will  be  detamjned 
opon  practlcBlly  tbe  same  bads. 


ip  Is  rated  according  to  Its  value  on  a  scale  of  IDO.  In  determlnlDg  the  rattng,  le^blllty,  rapi^ 
Ity,  neatness,  and  general  appearance,  as  well  as  correotness  and  luiirDrmlty  In  the  Eormatlon  of  WOTds, 
letters,  and  puDCtustkm  marks,  are  considered,  and  It  la  proper  for  examiners  to  be  guided  in  a  general  way 
by  the  following  scheme:  Excellent,  90  to  85;  very  good.  SB  to  80;  good,  SO  to  76;  ordloary,  76  to  70;  poor, 
70  to  OS;  lay  poor.  06  to  60;  b^w  tiie  grade  of "  very  poor,"  9)  to  10. 

BiTLES  roe  BATma  comna  tkou  flair  coft.  From  WO 

dednol— 

1.  Foreadi  wordorBgure  omItled.rqmledfSnbstlttited,  DTbaproperly  iDMtted. fi 

S.  For  ea^  error  in  spellmg,  for  each  trwisporitlon,  for  each  abbreviation  not  In  the  copy,  for  eadt 
fallnre  to  capltaliie  according  to  e^y,  lor  och  laUure  to  panetnale  aooffdlDg  to  copy,  Ibr 
eacli  failure  to  Indent  marglD  as  lna^y,l:«e»dierrarlnparagrqililDg,BndtoliT^ulailtyln 

3.  For  each  misdlyislon  ot  a  word  at  the  end  ol  a  line,  lor  eacb  oiDlasiDD  or  Impnqter  use  of  tbe 

hyphen  in  dividing  a  word  at  the  end  of  a  line,  for  eadi  word  altered.  Interlined,  tx  canoeled. 

4.  ForanyctherderlatlaiiCnHnoapy  notoorered  by  tbet>regalDg,tdiBreesaraiii«J«illtlMdlBcrt)- 

tion  of  the  examiners. 

BiFLis  ran  ratdio  comNO  Aitn  coBBBcnxa  HUrascaiPT.  lam  o&idk.  From  IQD 

1.  For  each  euor  in  spelling  (only  one  charge  to  be  made  for  the  repeated  mlsspelBng  ol  the  same 

w«d  in  the  same  manner);  lOr  eacti  error  In  syntax  (do  chafes  to  be  made  for  consequential 
error5);for  each  word  omitted.  Inserted,  or  substituted  which  avoids  a  test  or  causes  an  essen- 
tial change  in  meaning;  lor  failure  to  write  any  transposition,  insertion,  or  Inckisure  as  Indi- 
cated; for  rratorlQg  a  word  or  words  canceled  in  tbe  copy  (only  3  to  be  chained  for  restoring 
anygroupof  words  canceled  together  In  copy);  lor  each  Important  wordomittedlromaphrHSe 
or  other  group  ot  worda.....^. ^................,...„.,.. 9 

2.  For  making  any  tinnspasiUon  of  a  word  or  group  of  words  not  indicated:  lor  each  abbieTlati<ni; 

for  Irregularity  in  left-hand  margin  (In  each  ot  the  three  cases  Indicated  according  to  gravity 

of  error) lt«S 

3.  For  wrltlngpartofthe  exercise  and  then  commencing  again;  for  signing  name G 

4.  For  each  change  in  tense  or  number  which  dots  not  result  in  an  error  of  syntax  or  radical  change 

in  meaning  (only  mie  charge  to  be  made  tor  a  consistent  sequence  of  cliangK):  for  each  word 
omitted.  Inserted,  substituted,  or  repeatiKl  which  does  not  avoid  a  test  or  cause  an  essential 
change  In  meaning;  for  raifb  eiror  in  capitallzstlan,  punctuation,  Indentation,  paragraphing, 
crlndlvldoa  ot  words;  for  each  omisMon  ol  the  hyphen  csfor  placing  it  at  the  beginning  of 
the  line  instead  ot  at  the  end  of  the  preceding  Ihie  (total  charges  la  either  case  not  to  e:(ceed 
6);  tor  stenographic  periods  (only  one  charge  in  exercise];  for  eseh  blot,  each  word  interlined 
or  canceled,  each  alteration  or  erasure  if  not  neat  (not  more  than  5  to  be  charged  for  any  one 
Intorllneatlon,  cancellation,  alteration,  or  erasure);  for  omitting  an  unimportant  word  IrMn 

phrases  or  other  groups  of  words;  tor  the  omission  or  Insertion  ot  a  stroke  in  a  letter 1 

E.  For  paraphrasing  the  language  of  the  text,  according  to  gravity  of  error 6  to  100 
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Iq  rating  tbis  subjeot  each  aiuireF  la  raled  In  the  judgment  o(  the  eiBmlnm  BCeordlDK  to  Its  tbIus  on  a 

When  the  quostlon  raqulrB  In  the  answer  b  specified  nninber  of  atftl*s,  clHos,  rivers,  or  bodies  of  water, 
etc.,  and  tbe  aiiawer  contains  a  greater  number  th&n  Is  required  b;  tbe  question,  each  Incoirect  part  or 
point  shall  be  chnrged  the  value  of  a  required  part. 


The  rating  on  thia  subject  la  [or  acctiraey  onlg.  A  charge  of  1  ts  made  foi  each  error  or  omission  la  noting 
the  errors  on  the  printed  sheet  when  compared  with  the  correct  written  addresses  given.  The  difference 
between  tbe  sum  of  the  errors  thus  fauad  sad  100  Is  the  rellag  on  this  subject. 


In  rating,  each  answer  will  be  rated  In  the  judgment  of  the  examiners  according  to  Its  valuf 
otlOO. 

■When  the  question  requires  In  the  answer  a  specified  number  of  parts  or  points,  and  the  answer  given 
Includes  a  greater  number,  each  incorrect  part  of  point  shall  be  charged  the  value  of  a  requlFed  parL 
[SilDlBt.] 
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USE    THIS    BliAXK  WHEN  WRITING   FOR   APPLICATION 
FORM. 

Persons  desiring  to  be  examined  for  any  of  the  poaitiona  referred  to  in  this  pam> 
phlet  should  first  read  carefully  the  instructiona  contained  in  the  pamphlet.  If  ftn 
examination  is  to  be  held,  the  blank  form  below  should  be  torn  off,  filled  out,  and 
mailed  to  the  district  secretary. 

Form  1372— Request. 

Date 191    . 

SECnETAnv,  Third  Civil-Sebvice  Distbict, 

Philadelphia,  Pa.: 

Please  mail  to  the  address  given  below  application  form ,  in  order  that 

I  may  take  the , ___ examinatioD 
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4.  All  civil-eervice  work  pertaining  to  the  poeitions  nained  in  eection  3  is  under  the 
direction  of  a  district  aecretary,  subject  to  the  supervision  of  the  United  States  Civil 
Service  Cnmmisaion.  The  address  of  the  district  secretary  is,  "Secretary,  Second 
Civil-Service  District,  ,Cualomhouse,  New  Yoric,  H.  Y." 

5.  Fot  inicomation  concerning  vacancies  and  salaries  (rf  poeitioiu  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  sil  poations  covered  by  this  publication  are  filled  by  open  ccstt- 

petitive  examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Pereona 
who  wish  to  take  any  of  the  eKarainationa  described  should  follow  the  directions  con- 
tained in  this  pamphlet.  In  writing  for  application  forms  or  for  information  the  name 
of  the  examination  desired  should  always  be  ttated.  The  apphcation  form  when 
received  should  be  carefully  filled  out  in  accordance  with  the  instructions  printed 
thereon  and  mailed  without  delay  to  the  secretary  (A  the  Second  United  States  Civil- 
Service  District,  New  York,  N.  Y.  If  the  application  is  received  by  the  dis&ict 
secretary  within  the  time  prescribed  for  the  receipt  of  appUcations,  and  the  tqiplicant 
is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him  in 
ample  time  to  admit  him  to  the  examination  if  a  mental  test  is  required.  If  an  average 
percentage  of  70  or  more  is  attained  in  the  examination  (65  or  more  in  cases  of  persons 
honorably  discharged  from  the  United  Stat«B  military  or  naval  service /or  dixabilitg 
incurred  in  the  Kne  of  duly)  the  applicant  becomes  an  "eligible"  (that  ia,  eligible  for 
appointment  when  reached  in  the  order  of  Us  standing)  and  his  name  is  placed  on  a 
"register  of  eligibles."    (Seep.  27.) 

7.  A  large  number  of  communications  exe  received  in  which  the  writers  fail  to  give 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post-office 
addresses  (city,  street,  and  number)  given  in  full.  A  number  of  application*  fail  to 
reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached.  Usu- 
ally at  least  4  cents  isrequired.  It  ia  not  necessary  to  inclose  postage  stamps  in  mdor 
to  secure  a  reply  from  the  district  secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States.  (See 
sec.  26.) 

(6)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  i^  limitation.    (See  sec.  23.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  pandyefa, 
epilepsy,  blindness,  loss  of  both  arms  or  both  I^s,  loss  of  arm  and  1^,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  tmcompensated  valvular  disease  d  the  beait, 
locomotor  ataxia,  cancer,  Bright's  disease,  diabetes,  or  is  otherwise  physicaDy  disquali- 
fied for  the  service  which  he  seeks.  . 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beven^«s  to  excess. 

(«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.    Written  permission  must  be  filed  wiih  the  formal  Eq>plicatiaD. 

(f)  That  he  has,  within  approximately  one  yew,  passed  the  same  examination  for 
which  he  ^ain  desires  to  apply.  This  restriction  does  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examiofttiim, 
althoi^h  a  full  year  may  not  have  elapsed. 

(g)  That  he  has  been  dismissed  from  the  FedMal  service  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  bis  application.    Whether  or  not  an  appli- 
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cation  vill  be  accepted  after  the  expiration  of  a  year  from  a  person  diemieeed  from 
the  service  reeta  wiUt  the  CtHnmisBion,  and  each  case  of  tbis  character  will  be  con* 
aidered  on  its  individual  merite. 

(h)  That  he  has  failed  after  probatioa  to  receive  absolute  appointment  to  the  posi- 
ti<m  for  which  be  i^sin  Bppliea  within  (we  year  front  the  date  of  the  expiration  of  bis 
probationary  service.    {See  eec.  210.) 

(i)  Tbat  be  has  made  a  falee  statement  in  bis  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  nuuiner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infaHKHU  or  notc«k>uely  diagraceful  conduct. 

(j)  That  he  haa  been  diahoniwKbly  discharged  from  the  military  or  naval  service  of 
the  United  States. 

DEAF-MUTES. 

9.  On  April  7,  1909,  the  President  issued  the  toUowing  order  in  regard  to  the 
admission  of  deaf-mutes  to  civil-service  ex:aminationB: 

Deof-Diutas  ma;  be  admitted  to  eiamtnstiaos  lai  all  ifianea  ta  Oae  elassifled  cItU  servlca  aF  tbe  United 
aiBloa  whose  duttns.  In  the  opinion  ot  tho  heads  of  tha  soreral  eiecative  departmanta,  thpy  may  bo  con- 
Sldoied  capable  at  periOnni>i£,  and  each  dapartmesit  will  tumish  to  the  CtvU  Serrice  Commission  a  list  or 
■Bch  pndtlona.  vhlcb  list  sball  not  be  changed  vitlimit  iserfoDS  noUce  to  the  ComndBdon  and  In  asoord- 
anoe  wltli  whlDlk  tlie  Commtolon  ahall  oeitily  ot  withhold  [rom  ovtiaaatlon  deaf^nulea  as  tbey  are  leaohad 

Form  1786,  containing  a  list  of  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  request. 

PEEPEBENCE  IN  APPOINTMENT. 

10.  Section  1754  of  the  Revised  Statutes  provides  that  persons  honorably  discharged 
fajm  the  military  or  naval  service  by  reaKm  of  disabiliiy  remUing  Jrom  rBoimds  re- 
oeived  or  gidnuM  incurred  in  tiie  ftne  of  duty  shall  be  preferred  for  appointment  to  the 
civil  ofGces,  jwovided  they  are  found  U>  poeaeaB  tite  buainess  capacity  necessary  for 
the  proper  discharge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  the  Commissioo  has  tiie  following  BdvaDtages:  (a)  He  is  released  from 
all  age  limitations;  (5)  he  has  to  attain  an  averse  percent*^  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percent]^  required  is  70 ;  (c)  having  attained  an  averse 
percentt^  of  65,  his  name  is  placed  on  the  register  above,  and  is  certified  before  those 
of  persona  who  have  not  been  allowed  preference;  and  (d)  he  is  released  from  the  law 
and  rulee  relating  to  apportiosment  of  appointments.  Appointments  outside  of 
WHshington,  D.  C,  are  not  apportioned.  If  on  tJte  same  register  the  namee  of  more 
than  one  preference  claimant  appear,  the  narae  of  the  clainiant  having  the  highest 
average  percentage  will,  of  course,  head  the  list. 

Persons  entitled  to  preference  under  this  section  are  not  released  from  any  require- 
ment as  to  physical  condition  or  from  any  other  requirement  of  the  examination  for 
which  application  is  made,  except  those  specifically  mentioned  in  tho  preceding 
piuagraph. 

Preference  under  tbis  section  does  not  apply  to  promotion  examinations  or  to 
examinations  tor  the  Philippine  Service. 

Previous  employment  in  the  Government  service  does  not  entitle  an  eligible  to 
preference  in  appointment. 

GENERAL  INFORMATION. 

11.  A  person  holding  a  classified  position  will  not  be  permitted  to  compete  in  an 
examination  of  the  same  kind  as  that  given  for  Uie  position  occupied  or  of  the  kind 
which  resulted  in  appointment  to  tbe  service  until  after  three  years  from  the  date  of 
appointment,  with  the  following  exceptions: 
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(a)  Tha  three-yeat  limitation  shall  not  apply  to  any  person  who  has  been  ap- 
pointed and  who  deeiree  to  be  examined  for  the  same  position  in  another  of  the 
lour  branchea  of  the  service  (Departmental,  Field,  Philippine,  and  Isthmian  Canal). 

(b)  The  three-year  limitation  shall  not  apply  to  any  person  who  is  to  be  dismissed 
from  the  service  within  the  three  years  on  account  of  necessary  reduction  of  force 
and  who  has  not  been  examined  within  approximately  one  year  from  the  date  oi 
the  examination  to  which  such  person  seeks  entrance. 

(c)  The  three-year  limitation  shall  not  apply  to  any  person  who  has  been  ap- 
pointed from  the  typewriter  examination  and  who  desires  to  take  the  steni^rapher 
examination  or  the  stenographer  and  typewriter  examination  for  the  same  branch 
of  the  service.  In  case  such  person  passes  the  stenographer  and  typewriter  esami- 
nation  his  name  will  not  be  entered  upon  the  typewriter  register. 

(rf)  The  three-year  limitation  shall  not  apply  to  any  person  who  has  been  ap- 
pointed from  the  stenc^rapher  examination  and  who  desires  to  take  the  typewriter 
examination  or  the  stenographer  and  typewriter  examination  for  the  same  branch 
of  the  service.  In  case  such  person  passes  the  stenc^rapher  and  typewriter  exami- 
nation his  name  will  not  be  entered  upon  the  stenographer  register. 

12.  It  is  not  necessary  for  a  person  to  resign  a  Government  position  in  order  to 
take  an  examination  for  a  position  of  a  kind  different  from  that  occupied  and  of  a 
kind  difierent  from  that  which  resulted  in  appointment  to  the  service. 

13.  A  person  who  passes  in  an  examination  will  not  be  allowed  reexamination 
for  the  same  position,  or  for  any  position  covered  by  the  same  examination,  until 
approximately  one  year  after  the  date  of  the  former  examination,  whether  or  not  the 
competitor  has  been  three  times  certified.  This  does  not  apply  to  a  person  who  has 
been  examined  for  the  Departmental,  Isthmian  Canal,  or  Philippine  Service  and 
who  desires  examination  for  the  Field  Service,  or  vice  versa.  A  person  who  has 
been  notified  of  failure  to  pass  in  an  examination  may,  upon  filing  a  new  application 
in  due  time,  enter  the  next  examination  when  held.  Reexamination  for  reasons 
other  than  those  named  above  will  be  granted  only  in  very  exceptional  cases,  in 
which  in)ustice  has  for  any  reason  been  done  or  suffered,  and  in  such  cases  the 
request  for  reexamination  must  be  accompanied  by  a  sworn  statement  of  the  alleged 
facts  upon  which  it  is  based.  A  simple  statement  that  the  applicant  did  not  do 
himself  justice  will  not  be  r^arded  as  sufficient  ground  for  allowing  a  reexamina- 
tion. An  applicant  who  is  sick  or  who  is  recovering  from  sickness  when  he  enters 
an  examination,  or  who  is  taken  sick  during  an  examination,  must  abide  by  the 
result  of  his  examination,  whether  or  not  he  states  in  his  declaration  sheet  that  he  is 
physically  unable  to  do  himself  justice.  In  case  of  reexamination  all  subjects  of  the 
examination  must  be  taken. 

14.  Many  applicants  fail  to  execute  their  applications  properly  of  fail  in  the  exam- 
inations not  through  a  lack  of  knowledge,-  but  largely  through  haste  and  careleesnesa 
in  reading  and  interpreting  questions  and  in  writing  the  answers.  In  fillii^  out  the 
application  great  care  should  be  exercised  to  comply  with  every  requirement.  In  the 
examinations,  while  competitors  must  complete  their  work  within  a  prescribed  period, 
the  time  allowed  is  ample  for  the  careful  consideration  of  every  question  given. 

15.  Under  section  2S  of  the  Criminal  Code  of  the  United  States  any  false  statement 
In  an  application,  alteration  of  a  voucher  or  certiflcate,  or  the  presentation  to  the  Com- 
mission ot  a  paper  containing  snch  false  statement  or  alteration,  is  a  violation  of  the 
law.  A  number  of  persons  goaty  under  the  statute  mentioned  have  been  convicted. 
The  United  States  Supreme  Court  has  held  that  It  is  not  essential  to  charge  or  prove 
an  Botoal  financial  or  property  loss  to  make  a  case  of  defrauding  the  United  States 
nnder  the  statntes. 

16.  The  time  of  filing  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register  for  the  reason  that  when  two  eligibles  have  the  same  average 
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the  one  whoee  application  ia  filed  in  complete  fonn  first  is  placed  on  the  roister 
ahead  of  the  other.  It  ia  therefore  advisable  for  applicants  to  file  their  applicatbns 
as  Boon  as  possible  after  the  receipt  of  the  blank  application  forma. 

17.  A  requeet  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  exam- 
ined must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
the  date  set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change  will 
be  made. 

IS.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  aj«  not  received  unlees  postage  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  appiicationfl,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  nnless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

19.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, should  keep  the  district  secretary  informed  of  any  change  of  poet-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  chained  should  be  made  in  writing,  should  relate  only  to  the  chai^ 
in  address,  and  should  indicate  the  kind  and  date  of  the  examination  taken,  and,  if 
educational,  the  place  of  examination. 

20.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission 
to  expedite  the  rating. 

21.  The  civil-eervice  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  gradee  covered  by  that  act  no  other  member  of 
such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grad«e.  The  Attorney 
General,  on  May  25, 1907,  rendered  an  opinion  that  where  two  or  more  members  of  a 
family  are  in  the  public  'service  in  the  grades  covered  by  the  civil^ervice  act  the 
Commission  is  authorized  and  required  to  withhold  from  certification  the  name  of  any 
other  member  of  such  family.  If,  on  inspection  of  an  application  for  examination, 
it  ia  found  that  two  or  more  members  of  the  applicant's  family  are  in  the  service, 
the  applicant  will  be  admitted  to  examination  if  found  otherwise  el^jble,  but  his 
name  will  not  be  certified  for  appointment  so  long  as  two  or  more  members  of  his 
family  are  in  the  service. 

22.  A  person  shown  by  his  application  to  have  not  more  than  one  member  of  his 
family  employed  in  the  service,  and  who  is  therefore  apparently  eligible  for  certification 
and  appointment,  may  become  ineligible  through  the  appointment  of  other  members  of 
his  family  subsequent  to  tjie  filing  of  his  application.  Every  eligible  must  therefore 
promptly  inform  the  Commission  when  any  additional  members  of  his  family  are 
appointed  to  the  classified  service,  and  he  is  warned  that  if  he  fails  to  thus  notify 
the  Commission  and  there  reeults  a  tender  of  appointment  which  he  accepts,  his 
appointment  will  be  illegal  if  two  members  of  his  family  are  then  employed  in  the 
claaaified  service,  and  any  expense  incurred  in  repOTting  for  duty  or  otherwise  will 
be  at  his  own  risk. 

23.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached  or 
passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  i^.  For  example, 
when  the  period  of  eligibility  to  examination  ia  from  the  age  of  20  to  the  age  of  40  years 
he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached  his  twentieth 
birthday,  and  he  will  not  be  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  his  fortieth  birthday.  {See  sec.  86.)  The  age  limits  for  all  examinations  are 
waived  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service  by  reason  of  dUabilUy  re»uUing/rom  woundt  received  or  ticfciwM  incurred 
in  the  line  of  duty. 
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24.  The  Commiesion  will  close  the  distributioii  or  receipt  of  applicatkmB  for  any 
examin&tioD  when,  in  its  judgment,  &  eufficient  number  have  bean  distributed  or 
received. 

25.  IE  the  needs  of  the  service  makebuch  action  advisable,  the  Commission  may 
postpone  or  cancel  an  eKamination.  When  an  examination  is  postponed  or  canceled 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  poetponement, 
notice  of  the  date  on  which  the  examination,  is  to  be  hold  will  be  sent  as  soon  as  the 
date  ia  determined. 

26.  All  applicants  must  make  oatii  in  their  applicatiws  to  tfaeir  United  Slates 
citizendiip  <»-  all^iance.  In  the  case  of  a  foreign-bom  citizen,  citiaenship  must  be 
fully  proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificats  of  naturalization  must 
'  be  submitted.    If  the  certificate  is  issued  in  a  name  which  diflera  in  any  particular 

from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  for 
the  applicant  to  prove  his  identity  by  submitting  the  affidavits  of  two  disinterested 
citizens  to  the  effect  Qiat  the  applicant  is  the  identical  penon  to  vhota  the  certificate 
was  isHued. 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  natumlization  certificate  of  such  parent  must  be  submitted,  together  with  affi- 
davits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  Ihe 
person  so  naturalized. 

(t^)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  die  marriage  c^tificate  or  other  satisfactory  evidence  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  bo 
submitted. 

((f)  If  naturalized  by  muriagetoanative  American  citizen,  the  marriage  CMtificate 
must  be  submitted,  accompaaiied  by  die  affidavits  of  two  disinterested  citieens  that 
the  husband  (the  name  to  coirespond  to  that  shown  in  marri!^  certiflcate)  is  a  native 
citizen.  The  affidavits  should,  if  possible,  show  place  and  date  of  the  husband's 
birth. 

(e)  If  the  applicant  is  the  child  of  AmMican  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citiaenB 
to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  tiieir  citizenship  must 
be  proved  as  in  (6)  above. 

(f)  If  the  applicant  has  been  hontmibly  dischai^ed  from  the  B^ular  or  Volnnteer 
Army  of  the  United  States,  and  has  resided  at  least  (me  year  in  the  United  States,  he 
may  be  admitted  tocitizenshipuponfilingpetition  with  the  proper  court,  as  provided 
by  section  2166,  Revised  Statutes. 

(g)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Uarine  Corps 
after  one  enlistment,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  the 
pn^er  court  as  provided  by  2Sth  Statutes  at  Large,  page  124. 

27.  An  application  from  a  foreign-bom  person  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled,  A  declaration  of  intention  ta  become  a 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  original 
naturalization  papers  are  lost,  a  copy  ahould  be  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should  be  obtained. 

28.  When  a  person  has  once  filed  with  the  CommisaiDn  proof  of  citizenship  in  c<m- 
nection  with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof  with 
a  subsequent  application,  but  he  should  state  in  such  application  the  kind,  date,  and 
place  of  examination  in  connection  with  which  he  has  furnished  proof  of  citizendiip. 
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CIVIU«ERVICE  SCHOOLS  AND  INSTITUTES. 

29.  The  CommuBioii  has  no  conuectioii  vitb  Kay  civil-service  school  or  institute  . 
doing  buaineBB  by  correspondence  or  otherwise,  and  has  no  infonnatioii  to  fumi^  in 
regard  to  such.  Ropresentativeeof  schoolaare  not  permitted  toinspect  the  examina- 
tion papers  of  competitore.  Authentic  information  in  regard  to  examinations  may  be 
obtained  only  from  the  United  Stales  Civil  Service  Commission  or  the  district Becietary, 
and  without  coet.  The  Commission  is  in  no  way  reeponsible  for  the  statementa  con- 
tained in  the  advertisements  of  schools. 

FIRST,  SECOND,  AND  THIKD  OKADE  EXAMINATIONS. 

30.  For  portions  in  field  branchea  of  the  service  which  require  a  mental  test  but 
do  not  require  technical  qualificalicau,  examinktionB  of  three  grades  or  degreee  ot 
difficulty  are  held,  namely: 

First-grade,  oi  clerical. 
Second-grade,  or  minor  cleric^. 
Third^rade,  or  subckrical. 

31.  EUciblesonUieflratandthirdErmdei^ateT>wlllbeoeitlfledfi)TflIllB<TBoanetos 
as  they  ma;  occur  In  an;  branch  of  tlie  Field  Service  in  positlona  oorereil  by  the  grade 
ot  eiamlnatioa  they  have  pesaed.  (See  initiations  govemlnf  oeittacatlani,  p.  27.) 
Awllcauts  lor  Qie  flrst  and  third  (imde  cxaminationB  sbonld  therefwe  a^Iy  tor  "all 
Mivlces"liiUieiian^c«tionB,  onlesa  Uiere  are  one  or  more  oerrlees  Ik  which  they  will 
not  accept  appointment.  In  this  event  they  should  specifically  eniunerate  in  their  a^l- 
oatlona  the  serrlcea  In  which  appointment  is  HOT  desired  In  order  that  their  namea 
may  not  be  certified  lor  those  servlc**.  The  aecond-grade  eiamlnattMi  is  glveii  ler 
Bie  positlona  ol  dedc  and  carrier  in  the  Paat-OAoe  Service,  and  seldom  for  any  other 


32.  A  request  for  a  change  in  the  designation  of  the  ewvlces  in  which  employment 
is  or  ia  not  desired  must  be  made  in  writing,  otherwise  no  change  will  be  made. 

33.  A  person  can  not  be  examined  for  more  than  one  grade  of  poaitiona  on  the  same 
date  or  during  the  same  series  of  examinations. 

34.  A  request  for  a  change  in  the  grade  of  examination  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  bef<ve  the 
date  set  for  the  close  of  the  receipt  of  ai^lications;  odierwise  no  change  will  be  made. 

THE  FIBST-ORADE,  OB  CIiBBICAI.,  EXAMINATION. 

(For  description  of  examinatiMi,  sample  queedons,  etc.,  see  p.  30.) 

35.  The  minimum  age  limit  for  admission  to  this  examination  is  18  years,  there 
being  no  maximum  delimit;  but iu>  person  und^21yearsof  ageon  the  day  of  exam- 
ination wilt  be  eligible  for  appointment  as  deputy  collector,  storekeeper,  ganger,  or 
storekeeper-gauger  in  the  Internal-Revenue  Service;  and  no  person  under  21  or 
more  than  45  years  of  ago  on  the  day  of  examination  will  be  eligible  for  appointment 
as  day  inspector  or  as^tant  weigher  in  the  Customs  Service,  or  to  any  position  in 
that  service  whose  duties  are  partly  thoee  of  iniqiector. 

36.  Application  Fonn  1371  is  required. 

37.  This  examination  is  given  for  the  portions  of  ganger,  day  inqtector,  asnstaat 
weigher,  clerk,  inspectress,  storekeeper  (classed  as  clerk),  cashier,  deputy  officer, 
and  aampier(geDeral  merchandise),  in  the  Customs  Service  (see  sec.  67);clerk,  office 
deputy  collector,  division  deputy  collector,  ganger,  storekeeper,  and  storekeepei*- 
gauger,  in  the  Intemal-Reveoue  Service;  thepoaitionof  office  deputy  United  States 
maTHhal,  and  all  clerical  positions  requiring  similar  qualiflcatione  in  the  services  named 
and  other  field  branches.  Persons  desiring  examination  for  any  of  these  positions 
should  apply  for  the  "first-grade,  or  clerical"  examination. 
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38.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February,  at 
the  following-named  placea,  except,  where  the  number  of  eligibles  on  the  K^ter  in 
any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  for  that  place 
will  be  postponed  until  the  next  year: 

Albany,  N.  Y.  Ithaca,  N.  Y.  Ogdensbui^,  N.  Y. 

Auburn,  N.  Y.  Jamestown,  N.  Y.  Plattabu^,  N.  Y. 

Bii^hamton,  N.  Y.  Newark,  N.  J.  Kochester,  N.  Y. 

Brooklyn,  N.  Y.  Newbuigh,  N.  Y.  Syracuse,  N.  Y. 

Buffalo,  N.  Y.  New  York,  N.  Y.  Troy,  N.  Y. 

Cape  Vincent,  N.  Y.  Niagara  Falls,  N.  Y.  Utica,  N.  Y. 

Elmira,  N.  Y.  Oswego,  N.  Y. 

39.  Application  blanks  may  be  secured  between  the  Ist  of  October  and  the  1st  of  De- 
cember  either  from  the  local  secretarieaat  the  post  offices  or  euatomhouees  in  the  cities 
named,  or  from  the  Secretary,  Second  United  States  Civil-Service  District,  Custom- 
house, New  York,  N.  Y.  To  receive  consideration  tor  the  February  examination 
applications  must  be  filed  with  the  district  secretary  at  New  York  not  later  than  the 
hour  of  closing  buaiuess  on  January  2.  Applications  received  after  the  time  specified 
will  not  be  accepted. 

40.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the  annual 
examination  in  February,  public  announcement  of  such  extra  examinations  will 
be  made. 

41.  A  person  who  has  passed  the  fiiBt-grade  examination  for  the  Field  Service  can  not    . 
take  the  same  examination  for  that  service  within  approximately  one  year  of  the  date 
of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
another  city.    (See  sec.  8/.)    A  person  who  fails  in  the  examination  may  take  the 
next  examination,  regardless  of  the  time  intervening. 

the:  second -grade,  or  minor  ci^bricai.,  bxajuination, 

(For  description  of  examination,  sample  questions,  etc.,  see  pp.  32  and  33.) 

42.  Thisexaminationisgivenforthepositionsof  clerk,  and  carrier  for  city  delivery, 
in  the  Posl-Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Office  Service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  12  to  IT,  inclusive. 

43.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post-Office,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  32-,  omitting  the  test  in  reading  addresses,  and  vrith 
the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced. 

THE  THIRD-ORADB,  OR  8irBCX.BRICAI.,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  seep.  34.) 

44.  The  minimum  i^  limit  for  this  examination  is  IS  years;  there  is  no  maximum 
age  limit .  Persons  less  than  20  or  more  than  40  years  of  ^e  on  the  day  of  examina- 
tion will  not  be  certified  for  filling  vacancies  in  the  position  of  junior  watchman  in 
the  Immigration  Service,  Ellis  Island,  N.  Y. 

45.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
includii^  the  medical  certificate,  is  required. 

46.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  stamper,  and 
night  inspector  in  the  Customs  Service,  and  for  messenger,  watchmen,  classified 
laborer,  skilled  laborer,  and  all  positions  requiring  similar  qualifications,  in  the  service 
named  and  other  field  branches.  Information  concerning  examinations  for  the 
positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  page  24.    Per- 
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Mus  desiring  to  become  eligible  for  appointment  to  an^  of  theee  portions,  except 
elevator  conductor  and  meseenger  boy,  should  apply  for  the  "third-gisde,  or  Bub- 
clerical,"  examination. 

47.'  The  tenn  "skilled  laborer,"  or  "classified  laborer,"  as  here  used,  ie  not  intended 
t«  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  ekilled 
labor.  In  the  aenee  in  which  it  is  used  is  this  pamphlet  it  meane  a  person  whose 
duties  are  general  and  miscellaneoue,  below  thoee  of  the  clerical  grade,  usually  below 
those  of  the  minor-clerical  grade,  and  above  the  grade  of  mere  manual  labor.  la 
establishmenta  of  the  Ordnance  Deportment  at  Laiige  many  minor  clerical  positions 
are  designated  aa  "ekiUed  office  laborer,"  which  positions  are  filled  by  the  minor 
typewriter  or  the  minor  clerical  examination.    (See  sec.  134.) 

4S.  The  third-giade  examination  will  be  held  in  New  York  City  annually  on  th» 
first  Saturday  in  February,  and  oftener  if  necessary.  Application  blankB  for  the 
annual  examination  may  be  secured  between  the  1st  of  October  and  the  1st  of  Decem- 
ber from  the  Secretary,  Second  United  States  Civil-Service  District,  Customhouse, 
New  York,  N.  Y.  To  receive  consideration  for  the  February  examination,  applica- 
tions must  be  filed  with  the  district  secretary  not  later  than  the  hour  of  closing  buffinesB 
on  January  2,    Applications  received  after  that  time  will  not  be  accepted. 

49.  The  third-pade  examination  will  be  held  in  cities  other  than  New  York  only 
when  eligiblee  are  needed  and  will  be  duly  announced.  Applications  will  not  be 
accepted  until  such  announcement  is  made. 

50.  Women  wUl  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third^rade  positions  for  which  female  eligibles  are  desired,  exam- 
inations will  be  duly  announced.  • 

61.  A  person  who  has  passed  the  tbird-grade  examination  for  the  Field  Service  caa 
not  lake  the  same  examination  tor  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  examina- 
tion in  another  city.  (See  sec.  8/.)  A  person  who  fails  in  the  examination  may  take 
the  next  examination,  regardless  of  the  time  intervening. 

62.  Applicants  for  the  third-grade,  or  mibclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

53.  Persons  appointed  to  the  position  of  junior  watchman  in  the  Imm^Tation. 
Service,  Ellis  Island,  N.  Y.,  and  to  the  position  of  watchman  in  the  various  services 
under  the  Treasury  Department  in  New  York  City  and  Brooklyn,  are  required  lo  be 
at  least  5  feet  7  inches  in  height,  without  shoee,  and  to  weigh  not  teee  thaa-14& 
pounds  in  ordinary  clothing. 

54.  Mate  applicants  for  the  third-grade,  or  subclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists  of 
lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  test  in  addition 
to  the  subclerical  examination,  it  wilt  be  noted  on  the  skilled-laborer  register  as  in 
the  nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from  the 
third-grade  register  of  thoee  persons  capable  of  performii^  heavy  manual  labor  con- 
nected  with  a  subclerical  position,  certification  will  be  made  from  the  skilled  laborer 
roister  of  eligibles  standing  highest  in  the  educational  examination  who  have  also 
passed  the  strength  test. 

INTERNAL-REVENUE  SERVICE. 

55.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows;  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper-gauger. 
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66.  The  poation  of  meAsenger  in  this  service  and  other  positions  requiring  similu 
qualifications  are  filled  from  registeiB  established  as  a  result  of  the  third-grade,  or 

eubclerical,  examination. 

67.  ApplicanUjor  Jirtt  or  tkird  grade  examintioru  ihouldtwt  apply /<y/-  ipecijk  posi- 
tumi.    (Ste  aeci.  30.  31,  S7,  and 4e.) 

58.  Persons  who  pass  the  examinatbn  held  at  the  following-named  places  will 
be  eligible  for  appointment  in  the  Internal- Revenue  Service  in  the  internal-revenue 
district  in  which  such  places  are  located,  as  indicated  below: 


The  P^th  Internal-Revenue  District  of 
New  Jersey; ' 

Newark,  N.  J.  (headquarters). 
The  First  Internal- Revenue  District  of 
New  York: 
Brooklyn,  N.  Y.  (headquarters). 
The  Second  and  Third  Internal- Revenue 
Bistricts  of  New  York: 
Slew  York,  N.  Y.  (headquarters). 
The  Fourteenth  Internal-Revenue  Dis- 
trict of  New  York: 
Albany,  N.  Y.  (headquarters). 
Newburgh,  N.  Y. 
Plattaburg,  N.  Y. 
Troy,  N.  Y. 


The  Twenty-first  Int«mal-Revenue  Dis- 
trict of  New  York: 

Auburn,  N.  Y.  . 

Binghamlon,  N,  Y, 

Cai>e  Vincent,  N.  Y. 

Ithaca,  N.  Y. 

Ogdensburg,  N.  Y. 

Osw^o,  N.  Y. 

Syracuse,  N.  Y.  (headquarters). 

Utica,  N.  Y. 
The    Twenty-eighth     Internal-Revenue 
District  of  New  York: 

Buffalo,  N.  Y. 

Elmira,  N.  Y. 

Jamestown,  N.  Y. 

Niagara  Palls,  N.  Y. 

Rochester,  N.  Y.  (headquarters). 

50.  Storekeepers  and  gaugers  whooe  compensation  does  not  exceed  93  per  diem 
when  actually  employed  and  whose  a^regate  compensation  does  not  exceed  |500 
per  annum  are  not  subject  to  competitive  examination, 

60.  The  minimum  age  limits  for  examinations  for  the  Internal- Be  venae  Service 
are  as  follows:  Deputycollector,  storekeeper,  gauger,  and  storekeeper-gauger,  21  yean; 
other  poeitioos,  18  years.    There  are  no  maximum  limits.    (See  sec.  23.) 

61.  For  description  of  first  and  third  grade  examinations,  see  pages  30  and  34;  for 
date  of  annual  examinations,  see  sections  38  and  48.  Information  concerning  stenog- 
rapher and  typewriter  examinations  is  given  on  page  33.  Por  additional  informa- 
tion concerning  certification  and  el^bility,  see  page  27. 

CUSTOMS  SERVICE. 
61a.  Tt  has  Bot  yet  been  determined  what.  If  any,  changes  in  regrard 
to  examination  and  certification  way  be  desirable  because  of  the 
reo^anization  of  tlie  Customs  Service. 

62.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Gauger,  day  inspector,  assistant  weigher,  clerk,  inspectreBs,  storekeeper 
(classed  as  clerk),  cashier,  deputy  officer,  and  sampler  (general  merchandise). 

63.  There  are  no  positions  in  the  Customs  Service  in  the  Second  Civil-Service  Dis- 
trict which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

64.  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  messenger,  watchman,  stamper,  and  clasaified  laborer. 

65.  Applicants  for  first  or  third  grade  examinations  should  not  apply  for  specific  posi- 
tions.     (See  sea.  SO,  31,  37,  and4e.) 


1  The  Fiflii  InWmal-ReveniiB  District  of  New  Jersey  inclu 
niinCerdon,  MiddleseT,  Morris,  Fassale,  Somenet,  Sussex,  I 
tertiou,  Middlesex,  Boqienet,  aad  Warren  are  in  the  Third  Cli 
being  in  the  Second  Civil-Service  District.  Persons  p^^inR 
iDT  appoiatment  to  positions  In  the  Ititemal-Revenue  Servi< 
Distriel. 
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es  the  comities  of  Bergen,  Essex,  Hudson, 
nion,  and  Warren.  The  counties  of  Hun- 
i^Servlce  District,  the  other  counties  named 
he  eKBrnlnalion  at  Nawaik  will  be  eligibis 
i  anywhere  In  the  Fifth  Intenml-Reveaue 


.  66.  Ab  provided  in  section  38,  first-grade  «xamin»tiiHiH  vill  be  held  annually. 

From  the  reeulting  roisters  cwtifioktion  will  be  made  for  filling  vacanciea  occurring  in 

customliouaes  in  the  following-named  citios: 

Albany,  N.  Y.  New  York,  N.  Y.  Rochester,  N.  Y. 

Buffalo,  N.  Y.  Niagara  Falls,  N.  Y.  Syiacuee,  N.  Y. 

Cape  Vincent.  N.  Y.  Ogdeneburg,  N.  Y.  Uttca,  N.  Y.' 

Newark,  N.  J.  Oswego,  N.  Y. 

Newburgh,  N.  Y.'  Plattaburg,  N.  Y. 

Third^rade  examinations  will  be  held  annually  at  New  YotIc  City,  as  provided 
in  section  48. 

67.  The  positions  of  ganger,  assialant  ganger,  day  inspector,  weigher,  and  assistant 
weigher  at  the  port  of  New  York  usually  are  filled  by  promotion  or  tranafer.  No 
peiaon  may  be  appointed  or  promoted  to  the  position  of  assistant  weigher  or  that  of 
day  inspector  at  New  York  who  is  Itas  than  21  nor  more  than  45  years  of  age,  who  is 
less  thaJi  5  feet  6  inches  in  height  without  shoee,  or  who  is  not  in  sound  physical  con- 
dition, as  shown  by  the  examiniktion  of  a  physician  designated  by  the  Commission. 
These  limitations  aa  to  age  and  he^t  do  not  apply  to  the  position  of  in3i>ector  to 
act  as  admeasurer.  Special  r^ulations  are  in  eSect  governing  certification  and 
appointment  to  the  positions  of  assistant  weigher  and  day  inspector,  and  promotions 
and  transfers  in  the  Customs  Service,  at  the  port  of  New  York.  A  copy  of  these, 
regulations  (Form  1522)  will  be  furnished  to  those  interested'  upon  application  to 
the  district  secretary  at  New  York. 

68.  Examinations  for  the  positions  of  assayer,  chief  or  special  deputy  ccdlector,  deputy 
naval  officer,  deputy  surveyor,  examine,  and  weigher  are  held  only  when  eligiblea 
are  needed,  and  are  duly  announced. 

69.  The  examination  for  opener  and  packer  will  consist  of  the  third-grade,  or  eub- 
clerical,  subjects,  with  a  weight  of  46  p^  cent  (see  p.  34);  training,  experience,  and 
fitness,  60  per  cent.  Credit  will  be  given  for  experience  in  opening  and  packing. 
general  merchandise.  Applicants  must  State  fully  in  their  applications  the  <das8 
or  classes  of  goods  they  have  opened  and  packed,  as  books,  dry  goods,  clothing, 
fruit,  groceries,  glassware,  etc.  They  should  also  give  the  names  and  addr«ea«a 
of  employeiB,  the  kind  of  business  in  which  each  employer  was  engaged,  and  the 
length  of  time  employed  in  packing  each  class  of  goods.  Application  and  exami- 
nation Form  1371  (issue  of  December,  1911,  or  later),  including  the  medical  certificate, 
is  required.  This  examination  will  be  held  only  when  eligiblea  are  needed,  and  due 
announcement  of  examinations  wiU  be  made.  Appointees  to  the  position  of  opener 
and  packer  must  measure  not  less  than  5  feet  6  iiu^hes  in  hei^t  in  bare  feet  and  wei^ 
not  leas  than  150  pounds. 

70.  When  ezaminaliona  for  opener  and  packer  and  for  other  subclerical  poentiona 
are  announced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  tor  the  subclerical 
positions  named  in  section  46  will  be  required  to  take  but  one  examination,  but  must 
file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  another  for 
the  Other  subclerical  positions.  One  of  these  applications  mutt  he  duly  executed;  the 
other  may  be  &  copy  of  the  first  in  the  handwriting  of  the  applicant.  The  copy 
must  be  complete  in  every  particular,  including  the  jurat,  vouchers,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  must  be  accompanied  by  a 
atateiuent  showing  the  kind,  date,  and  place  of  the  examination  for  which  the  origi- 
nal is  filed.  The  copy  must  be  filed  with  the  original;  it  can  not  be  made  after 
the  original  han  been  filed. 
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71.  Bxamination  tor  the  position  o£  sugar  sampler  is  held  only  when  eligibles  are 
needed.  Sugar  samplera  must  be  not  less  than  5  feet  6  inches  in  height  in  bare  feet 
and  weigh  not  lees  than  150  pounds.  Applications  for  this  examination  are  not 
received  until  it  is  announced. 

72.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  poaitions  require  also  a  mental  teet,  and  in  such  cases  the  examination  will 
consist  of  the  educational  sul^jecta  of  the  third-giade,  or  snbclerical,  examination, 
with  a  weight  of  20  per  cent  (see  p.  34);  training,  experience,  and  fitness,  50  per 
cent;  and  physical  ability,  30  per  cent.  When  no  mental  test  is  required,  the 
examination  will  consist  of  the  subjects  of  training,  experience,  and  fitness,  and 
physical  ability.  For  the  noneducational  examination,  application  and  examina' 
tion  Form  1800  is  required;  tor  the  educational  examination,  Form  1371  (issue  of 
December,  1911,  or  later),  including  the  medical  certificate,  is  required.  This 
examination  will  be  held  only  when  eligibles  are  needed,  and  due  announcement 
of  examinations  will  be  made. 

73.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible  for 
appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy  sur- 
veyor, clerk,  alenographer  and  typewriter,  inspectress,  and  cashier. 

74.  At  theport  of  New  York  the  entrance  salary  for  clerks  is  $840  pet  annum,  with  a 
provision  tor  promotion  to  $1,000  per  annum  at  the  end  o!  one  year's  satisfactory 
service. 

75.  The  age  limits  (or  examinations  for  the  Customs  Service  are  as  follows: 
Weigher,  assistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  those  of  inspector,  minimum  21,  maximum  46  years;  elevator  conductor, 
minimum  20  years,  no  maximum;  other  educational  examinations,  minimimt  18 
years,  no  maximum;  noneducational  examinations,  minimum  20  years,  no  maxi- 
mum.   (See  sec.  23.) 

76.  In  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
examinations  are  held  also  at  subports  for  the  convenience  of  applicants  the  highest 
eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports.  Vacancies 
occurring  in  customhouses  at  subports  at  which  examinations  are  not  held  will  be 
filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and  at  other  sub- 
ports  in  the  same  customs  district.  For  additional  information  concerning  certifica- 
tion and  eligibility,  see  page  27. 

77.  For  description  of  first  and  third  grade  examinations,  see  pages  30  and  34. 
Information  concerning  stenographer  and  typewriter  examinations  is  given  on  page  23 . 
Additional  information  relative  to  noneducational  examinations  will  be  found  on 
pa^  25.  The  position  of  unskilled  laborer  in  cities  where  labor  regulations  are  in 
loice  is  filled  ae  a  result  of  physical  examination,  as  described  on  page  26. 

POST-OFFICE  SEBVICE. 

78.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or  minor 
clerical,  examination  is  given .    For  description  of  this  examination  see  pages  32  and  33. 

79.  Applicants  for  examination  for  appointment  to  the  Post-Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon  the 
position  or  positions  desired.  (See  sees.  91  and  92.)  Application  should  not  be  made 
for  the  "second^rade "  or  "minor  clerical"  examination. 

80.  Application  Form  1371  is  required.  The  medical  certificate  need  not  be 
executed  at  the  time  of  filing  application.  Eligibles  will  be  called  upon  to  fumieh 
the  certificate  at  the  proper  time. 

81.  The  age  limits  tor  the  Post-Office  Service  are  18  and  45  yeara.  (See  sees.  86 
and  23.)     The  age  limits  are  waived,  however,  in  the  case  of  persons  honorably  di»- 
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ebarged  from  the  United  States  military  or  naval  Bervice  by  reaton  ofdiaability  result- 
ing from  wounds  received  or  Bickneas  incurred  in  the  line  of  duty,  but  auch  peiBons 
muBt  meet  tbe  pbyaical  requirements  prescribed. 

82.  Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  apecific  height  or  wei^t. 

83.  ApplicantH  for  the  Poat-Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Poet-Office  Department  has  advised  the  Commiaaion  that  no 
person  who  has  any  of  the  foUovii^'namcd  physical  defects  will  be  appointed  to  the 
position  of  carrier  in  the  Post-Offica  Service:  Hunchback;  defective  hearing,  sight, 
or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or  leg;  crippled 
arms  or  legs;  flatfoot;  hernia;  congenital  weakseas  of  the  abdominal  wall,  or  such 
weakness  caused  by  wound  or  operation.  These  defects  will  also  debar  a  person  from 
appointment  to  the  position  of  clerk  in  the  Post-Office  Service,  except  that  deai- 
mutes  and  persons  with  defective  speech  or  hearing  may  be  appointed  to  the  positione 
of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk;  and  persons  sufCering 
from  flatfoot  or  weakness  o£  the  abdominal  wall  may  be  appointed  to  any  position 
of  clerk  the  duties  of  which  they  are  physically  ca]>ahle  of  performing.  Applica- 
tions  of  persons  who  are  not  entitled  to  examination  on  account  of  physical  defects 
will  be  canceled.  (Seo  sec.  %c  for  physical  defects  which  will  debar  persons  from  any 
examination.) 

84.  Married  women  will  not  bo  examined  for  the  Poet-Office  Service.  This  prohi' 
bition,  however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  separated 
from  their  husbands  and  support  themselves. 

85.  Unless  otherwise  apecified,  applicants  for  positions  in  the  Poet-Office  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

86.  Examinations  for  the  first-class  offices  named  below  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year,  if  the  needs  of  the  service  so 
require.  City  delivery  service  has  been  eetablished  at  these  offices,  and  their  force 
includes  both  clerks  and  city  camera. 

Albany,  N.  Y.  Blmira,  N.  Y.  Rochester,  N.  Y. 

Bingfaamtan,  N.  Y.  Jeisey  City,  N.  J.'  Syracuse,  N.  Y. 

Brooklyn,  N.  Y.  ■  Newark,  N.  J.  Troy,  N.  Y. 

Bufialo,  N.  Y.  New  York.  N.  Y.  Utica,  N.  Y. 

87.  Blank  forms  of  application  for  the  November  examinations  may  be  obtained 
from  the  local  secretary  at  the  office  where  employment  is  desired,  or  from  the  secre- 
tary of  the  Second  Civil-Service  District,  cuBtomhouae,  New  York  City,  between 
July  1  and  October  I.  Applications  must  be  properly  executed  and  filed  with  the  dia- 
trictsecretary  atNew  York  City  between  July  1  and  the  close  of  business  on  October  1. 
ApplloatioiiB  for  the  NoTcmber  examinations  presented  at  other  times  wfl)  not  be 
accepted. 

88.  Whenever  extra  examinations  may  become  necessary  to  meet  the  needs  of  the 
service,  public  aimouncement  will  be  made  of  the  dates  and  places  of  such  examina- 
tions, and  also  of  the  time  allowed  for  the  filing  of  applications. 

89.  A  person  can  not  at  the  same  time  bo  an  applicant  for  or  eligible  from  examina- 
tion for  more  than  one  first-class  post  office  for  which  examinations  ordinarily  are 
held  annually  in  November.  This  restriction  will  not  apply,  however,  when  an 
examination  is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  regular 
annual  examination. 
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90.  A  peiBon  who  passes  an  enareinatioa  can  not  be  examined  again  for  the  aune 
post  office  within  approximately  one  year  of  the  date  of  the  examination  he  has  passed. 
(See  sec.  8/.)  A  person  who  fails  in  an  examination  may  take  the  next  exajnioation, 
regardleei  of  the  time  intervening. 

91.  For  the  following-named  offices  the  namee  of  male  el^bles  are  mtea^  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  register — and  male  appli- 
cants for  these  offices  muit  iiuHcate  in  their  appliealioTU  whether  they  deeire  Oie  position 
of  "ciert"  or  of  "earrier": 

Albany,  N.  Y,  Jamaica,  N.  Y,  Passaic,  N.  J. 

Auburn,  N.  Y.  Jamestown,  N.  Y.  Paterson,  N.  J. 

Bayonne,  N.  J.  Jereey  City,  N.  J.  Plainfield,  N.  J. 

Bittghamton,  N.  Y.  Long  Island  City,  N.  Y.       Poughkeepsie,  N.  Y. 

Brooklyn,  N.  Y.  Montclair,  N.  J.  Rochestec,  N.  Y. 

Buffalo,  N.  y.  Mount  Vernon,  R.  Y.  Schenectady,  N.  Y. 

East  Orange,  N.  J.  Newark,  N.  J.  Syracuse,  N.  Y. 

Elizabeth,  N.  J.  New  Rochelle,  N.  Y.  Twy,  N.  Y. 

Blmira,  N.  Y.  New  York,  N.  Y,  Utica,  N.  Y. 

Flushing,  N.  Y.  Niagara  Falls,  N.  Y.  Yonkers,  N.  Y. 

Hoboken,  K.  J.  Orange,  N.  J. 

92.  A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made, 

93.  As  stated,  separate  registers  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  91.  For  the  offices  named  in  section  102,  but  not  in  section 
91,  the  names  of  male  eligibles  are  entered  upon  both  the  clerk  and  the  carrier  registers 
and  are  certified  (considered)  in  their  order  tor  vacancies  occurring  in  either  position 
without  regard  to  any  choice  espreeaed  by  the  eligible. 

94.  The  postmaster  is  required  t«  make  selection  for  filling  a  vacancy  from  not  more 
than  the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any 
additional  vacancies  from  not  more  than  the  highest  three  remaining  which  have  not 
been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible  must 
have  been  within  reach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  position. 

95.  When  an  eligible's  name  is  borne  on  both  the  clerk  and  the  carrier  roisters 
and  has  been  certified  (considered)  three  times  lor  one  of  the  two  positions,  but  not 
selected,  his  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  r^^ter  fw  the  other  position  will  not  be  affected.  Neither  will  declination 
of  appointment  when  selected  for  one  of  the  positions  affect  the  eligible's  standing  on 
the  roister  for  the  other  position.  Appointment  to  either  position  will  remove  the 
eligible's  name  from  the  registers  for  both  positions. 

90.  In  the  Poet-Office  Service  appointments  are  usually  made  to  the  position  of  sub- 
stitute clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurrii^  in  regular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  el^ble  from  the 
register  from  which  selection  was  made,  and  it  will  not  be  restored  for  consideration 
in  connection  with  appointment  to  a  regular  position  only, 

97.  Substitutes  are  paid  at  the  rate  of  40  cents  an  hour  when  serving  ioi  absent  clerka 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
clerks  and  carrieis  of  the  first  grade. 

9S.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  SO  cents  an  hour. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  as  substitutes. 
They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 
Ua  Dlat.] 
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99.  Clerks  in  offices  of  the  first  and  second  clEi^es  and  carriers  in  the  City  Delivery 
Service  are  divided  into  five  grades,  the  salariee  of  which  are  $800,  J900,  $1,000,  $1,100, 
and  Jl,200  per  annum,  respectively.  Clerks  and  carriers  at  firat-claas  offices  will  be 
promoted  successively,  agrade  at  a  time,  to  $1,100,  and  clerks  and  carriers  at  second- 
class  offices  will  be  pramoted  in  the  same  maimer  to  $1,000. 

100.  All  promotions  of  buth  clerks  and  carriers  will  be  made  at  the  beginning  of  (be 
quarter  following  the  expiration  of  the  year's  service  in  Ibe  next  lover  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unBatisfactory  service,  he  may 
bo  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  upon  evidence  tbat  his  record  baa  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  pr<»notion  to  tiie 
h^her  positions  in  their  respective  offices, 

101 .  Any  male  clerk  in  an  office  in  which  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  tbe  position  of  city  carrier,  and  any  city  carrier  is  eligible 
for  tranefer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eligible  for 
transfer  to  the  poeition  of  rural  carrier. 

102.  Examinations  for  the  first  and  second  class  offices  named  below  will  be  held 
only  when  eligibles  are  needed  and  will  be  duly  announced.  Application  blanks 
will  not  be  given  out  until  the  examinations  are  announced.  .  City  deliv«'y  service 
has  been  established  at  tbese  offices,  and  their  force  includes  both  clerks  and  dty 
carri^v.    Names  of  fiist-class  offices  are  in  itaiia. 


Albion,  N.  Y. 

Elixabtth,  N.  J. 

Irvington,  N.  Y. 

Amiterdam,  N.   Y. 

EllenviUe.  N,  Y. 

lOtaea,  N.  Y. 

Arlington,  N,  J. 

Endicott,  N.  Y. 

JiOnoww.  N.  Y> 

AyMm,  N.  Y. 

Englewood,  N.J. 

Baldwinsville,  N.  Y. 

Fairport,  N.  Y. 

Johnstown,  N.Y. 

Ballston  Spa,  N.  Y. 

Far  Rochavfvy,  N.   Y* 

KingiUm,  N.   Y. 

Batavia,  N.  Y. 

Fishkill-on-Hudson,  N 

Y.     LeR<yy.  N.  Y. 

Bath,  N.  Y. 

Fluthing,  N.  r.> 

Bayonne,  N.  J. 

Fort  Plain,  N.  Y. 

Liberty,  N.Y. 

Bhomfield,  N.  J. 

Fiedonia,  N.  Y. 

LitlU  Falls,  AT.  T. 

Boonton,  N.  J. 

Freeport,  N.  Y. 

Lodcporl,  N.   Y. 

Brockport,  N.  Y. 

Pulton,  N.  Y. 

Long  hland  dm,  N.   Y? 

Genewi,  N.  Y. 

Lowville,  N.  Y. 

Canandaigua,  N.  Y. 

Glen  FalU.  N.  T. 

Lyons,  N.  Y. 

Canastota,  N.Y. 

Glen  Ridge,  N.  J. 

Madison,  N.  J. 

Canton,  N.  Y. 

Gtowr^lU,  N.  r. 

Malone,  N.  Y. 

Carthage,  N.  Y. 

Goshen,  N,  Y. 

Mamaroneck,  N.  Y. 

Catakill,  N.  Y, 

Gouvemeur,  N.  Y. 

Mechanicsville,  N.  Y. 

Cohoes,  N.  Y. 

Greenport,  N.  Y. 

■     Medina,  N.  Y. 

Haeken^cl,  N.  J. 

Middktovm,  N.  Y. 

Coming,  N.Y. 

Haverstraw,  N.'Y. 

Montdair,  N.  J.' 

Cortland,  N.   Y. 

Hempstead,  N.  Y. 

Monutown,  N.  J. 

Cranford,  N,  J.' 

Herkimer,  N.  Y. 

Mount  Vernon,  N.  Y. 

Dansville,  N.  Y. 

Boboken,  N.  J. 

Newark,  N.  Y. 

Deposit,  N.  Y.». 

Hoosick  Falls,  N.  Y. 

New  Brighton,  N.  Y. 

Dover,  N,  J. 

Homell,  N.  Y. 

Newburgh,  N.   Y. 

Dunkirk,  N.  Y. 

Hudson,  N.  Y. 

New  Rocheik,  N.  Y. 

East  Aurora,  N.   Y. 

Hudson  Falls,  N.Y. 

Newton,  N.  J. 

East  Orange,  N.  J. 

Ilion,  N,  Y. 

Niagara  FalU,  N.  Y. 

'Eno 

iDioiiIioas  Uiually  held  St  post  DiBce, 
d-cla^scilBce. 

■Jewarl!.  N.  J. 

miaalioas  usually  held  at  customhous 
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Port  JeiTTB,  N.  Y; 
Port  Richmond,  N.  Y." 

Port  Washington,  N.  Y. 

Potadam,  N.  Y. 

Pmtghkeepgie,  N.  Y. 

Rahway,  N.  J. 

Reneselaer,  N.  Y, 

Eidgewood,  N.  J. 

RockviJle  Center,  N.  Y. 

Rome,  If.  Y. 

Roeebank,  N.  Y." 

Ruthaford,  N.J. 

Salamanca,  N.  Y. 

Sarasac  Lake,  N.  Y. 

Saratoga  S-prings,  N.   Y. 

Sau^rtieB,  N.  Y, 

Schenectady,  N.   Y. 

Seneca  Fa!lB,N.Y. 

Silver  Creek,  N.  Y. 

South  Orange,  N.  J.' 

Springville,  N.  Y. 

103.  At  the  first  and  second  class  offices  named  below  city  delivery  service  has 
not  been  eetabliahed,  and  their  force  includes  clerks,  but  not  city  carriers.  Exami- 
nations for  these  offices  will  be  held  only  when  eligibles  are  needed  and  will  be  duly 
announced.  Application  blanks  will  not  be  distributed  until  such  announcement  ia 
.        -  .^  italiea. 

Floral  Park,  N.  Y. 

Fort  Edward,  N.  Y. 

Frankfort,  N.  Y. 

Garden  City,  N.  Y. 

Geneseo,  N.  Y. 

Glen  cove,  N.  Y. 

Gowanda,  N.  Y. 

GranviUe,  N.  Y. 

Greenwich,  N.  Y. 

Hamilton,  N.  V. 

Hammondsport,  N.  Y. 

Homer,  N.  Y. 

Huntington,  N.  Y, 

Lancaster,  N.  Y. 

Larehmont,  N.  Y. 

Lynbrook,  N.  Y. 

Ma^ena,  N.  Y. 

Mineola,  N.  Y. 

Monticello,  N.  Y. 

Morrislown,  N.  Y. 

Mount  Kisco,  N,  Y. 

Mount  Morris,  N.  Y. 

North  Cohocton,  N.  Y. 

Orangeburg,  N.  Y. 

OysterBay,  N.  Y.. 

Perry,  N.  Y. 


Northport,  N.  Y. 
North  Tmawanda,  N  Y. 
Norwich,  N.  Y. 
Nyack,  N.  Y. 
Ogdensbui^,  N.  Y. 
Olean,  N.  Y. 
Oneida,  N.  Y. 
Oneonta,  N.  Y. 
Onmge,  N.  J.' 
Oesining,  N.  Y. 
Otwego,  N.   Y. 
Owego,  N.  Y. 
Palmyra,  N.  Y. 
Paataic,  N.  J. 
Patchc^ue,  N.  Y. 
Paterson,  N.  J. 
Peekskill,  N.  Y. 
PennYan,  N.  Y. 
PlmnJUU,  N.  J. 
Plattsbu^,  H.  Y. 
Port  Cheiler,  N.   Y.     . 


made.    First-claes 
Adams,  N.  Y. 
Alexandria  Bay,  N.  Y. 
Amityville,  N.  Y. 
Babylon,  N.  Y. 
Bainbridge,  N.  Y. 
Bay  Shore,  N.  Y. 
Belmont,  N.  Y. 
Boonville,  N.  Y. 
Caldwell,  N.  J. 
Cambridge,  N.  Y. 
Camden,  N.  Y. 
Canist«o,  N.  Y. 
Cazenovia,  N.  Y. 
Chatham,  N.  Y. 
Chautauqua,  N.  Y. 
Clayton,  N.  Y. 
Clifton  Springs,  N.  Y. 
Clyde,  N.  Y. 
CobleskiU,  N.  Y. 
Cuba,  N.  Y. 
Delhi,  N.  Y. 
Dobbs  Ferry,  N.  Y. 
Dolgeville,  N.  Y. 
East  Hampton,  N.  Y. 
East  Rochester,  N.  Y, 
Edgewater,  N.  J. 


Stapieton,  N.  Y.» 
Summit,  N.  J. 
Tarrytown,  N.  Y. 
Tompkinsville,  N.  Y." 
Tonawanda,  N.  Y. 
Walden,  N.  Y. 
Walton,  N.  Y. 
Watertowm,  N.  Y. 
WatervUet,  N.  Y. 
Watkine,  N.  Y. 
Waverly,  N.  Y. 
Weehawhen,  N.  J.'. 
Wellsville,  N.  Y. 
Weatfield,  N.  J. 
Weetfield,  N.  Y. 
West  ffobolen,  N.  J.' 
West  New  Brixton,  N.  Y.» 
White  Plaint,  N.  Y. 
Y<mkers,N.  Y. 


Prince  Bay,  N.  Y. 
Pulaski,  N.  Y. 
Rhinebecfc,  N.  Y. 
Richfield  Springs,  N.  Y. 
Riverhead,  N.  Y. 
Rote  HUl,  N.  Y. 
Rye,  N.  Y. 
S^  Harbor,  N.  Y; 
St.  Johnsville,  N.  Y. 
Sayville,  N.  Y. 
Sidney,  N.  Y. 
Skaneateles,  N.  Y. 
Southampton,  N,  Y. 
Spring  Valley,  N.  Y. 
Stamford,  N.  Y. 
Suffem,  N.  Y. 
Tenafly,  N.  J, 
Ticonderoga,  N.  Y. 
Tuxedo  Park,  N.  Y. 
Wappingera  Falls,  N.  Y, 
Warsaw,  N.  Y. 
Warwick.  N.  Y. 
Wateriord,  N.  Y. 
Waterloo,  N.  Y.* 
Weedsport,  N.  Y. 
Whitehall,  N.  Y. 


'  Examinations  usually  held  at  post  office,  Newark,  N.  J. 

1  Examlnatloiis  osuall;  beid  at  custamhouse,  Nnr  York  City. 

•  Eiamlnationsusaally  held  at  Seneca  Fall^  N.  Y. 
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104.  It  IB  the  policy  of  the  Post  Office  Department  lo  fill  vacancies  occurring  in 
the  position  of  aaidetant  poetmaeter  in  first  and  second  elaas  post  offices  by  the  pro- 
motion or  transfer  of  competent  persona  already  employed  in  the  service.  ^Tien  they 
are  not  so  filled,  appointment  ia  made  from  the  same  examination  as  for  clerk  and 
carrier;  but  a  person  who  is  under  31  years  of  age  on  the  day  of  examination  will  not 
be  eligible  for  appointment  as  assistant  postmaster. 

105.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  on  p^e  23;  unskilled  laborer,  page  25. 

SUBTREASURY  SERVICE. 

106.  Vacancies  occurring  in  clerical  and  subclerical  positions  in  the  subtreaaury 
at  New  York  are  filled  by  certification  from  the  registers  resulting  from  the  first 
and  third  grade  examinations  for  alt  services  referred  to  on  pages  7  to  8,  and  per- 
sons desiring  appointment  to  such  positions  in  the  subtreaaury  should  enter  those 
general  examinations.  Information  concerning  stenc^rapher  and  typewriter  and 
bookkeeper  examinations  will  be  found  on  pages  23  and  24,  respectively.  Exami- 
nations for  other  positions  are  held  aa  the  needs  of  the  service  require. 

107.  In  order  to  become  eligible  .for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service,  applicants  must  show  in  (heir  applications  that  tikey  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
subtre^^ries. 

lOS.  Rigid  testa  of  character  and  integrity  wUl  be  applied  tci  all  applicants  for  the 
Subtieasury  Service,  and  only  those  satisfactorily  meeting  such  teals  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commission  and  the  assistant  treasurer, 

CUSTODIAN  SERVICE. 

109.  The  Custodian  Service  covers  pod tions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C. 

BDUCATIONAI.  EXAMINATIONS. 

110.  Examinations  for  the  position  of  assistant  custodian,  assistant  custodism- 
janitor,  and  technical  positions,  such  as  steam  engineer,  electrician,  and  dynamo 
tender,  are  held  only  when  eligibles  are  needed,  and  are  duly  announced.  Infor- 
mation concerning  examinations  for  the  position  of  elevator  conductor  will  be  found 
on  page  24.  Vacancies  occurring  in  other  subclerical  positions  are  filled  from  registers 
resulting  from  the  third-grade,  or  subclerical,  examination  referred  to  on  p^e  8. 

nonbducationaIj  examinations. 

111.  Thisclaasincludespositionssuchasfireman, fireman-laborer, fireman-watchman, 
janitor,  etc.  In  section  186  is  given  a  list  of  positions  filled  by  noneducational  exam- 
ination for  which  appUcations  are  received  at  anytime  by  the  district  secretary.  The 
resulting  registers  are  used  for  filling  vacancies  occurring  in  (he  positions  named  in 
various  branches  of  the  Field  Service.  The  position  of  fireman,  and  positions  whose 
principal  duties  are  those  of  fireman,  in  the  Gustfldian  Service,  are  filled  by  certifica- 
tion from  the  register  for  the  positionot  stationary  fireman  included  in  the  list  referred 
to.  Examinations  for  noneducational  positions  in  the  Custodian  Service  not  men- 
tioned in  section  186  are  held  only  when  eligibles  are  needed,  and  are  duly 
announced. 

112.  The  first  word  of  the  title  of  double-titled  positions  in  the  Custodian  Service- 
such    as  fireman- watchman,   watchman-fireman,    fireman-laborer,    janitor-fireman, 
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etc. — indicatea  tha  more  important  duties  of  the  poBitioD,  and  vacancies  ue  filled 
by  noneducational  or  educational  examiaatioD  accordiii!;ly.  For  instance,  a  vacancy 
in  the  podtion  of  fireman-watchnum  will  be  filled  by  a  noneducational  examination 
for  fireman,  as  described  in  the  preceding  paragraph,  while  a  vacancy  in  the  poeition 
of  watchman-firenum  wiU  be  filled  by  certification  from  the  register  eetabliahed  aa  a 
result  of  the  third-grade  educational,  or  mibclerical,  examination  referred  to  on 
pages. 

113.  Application  and  examination  Form  1800  is  required  for  noneducatieDal  exami- 
nations in  the  Custodian  Service.  Applications  must  be  filled  out  in  the  handwriting 
of  the  applicanta. 

114.  The  age  limitefornoneducaCicHial  exdtadnationB  in  the  Custodian  Service  are 
18  and  55  years.  (See  sec.  23.)  All  honorably  discharged  United  SUtee  soldiers 
and  sailors  of  (he  Civil  War  will  be  admitted  to  these  examinations  without  regard 
to  the  age  limits.  The  age  limits  ore  also  waived  for  examinations  for  all  branches 
of  the  service  in  the  cases  of  persons  honorably  discharged  fnjm  the  United  States 
military  or  naval  service  by  reason  of  disability  reiuUing  from  woundi  received  or 
wcifcnejs  incurred  in  the  line  of  duty, 

115.  For  further  information  concerning  noneducational  examinatdons,  see  page  25. 
Information  relative  to  the  position  of  unsldlled  laborer  is  given  on  page  26.  The 
r^ulations  governing  certification  and  eligibility  are  ^own  on  page  27. 

MINT  AND  A8SAT  SERTICE. 

116.  The  only  office  of  tliis  service  in  the  Second  Civil-Service  District  is  the  anay 
office  in  New  York  City. 

117.  Vacancies  occuirii^  in  clerical  and  aubclerical  pomtions  are  filled  by  selec- 
tion from  the  rasters  ^ulting  from  the  first,  second,  and  third  grade  examinations 
referred  to  on  pages  7  to  8.  Information  relative  to  stenographer  and  typewriter  and 
bookkeeper  examinations  is  given  on  pages  23  and  24,  respectively.  Examinations 
for  other  positions  are  held  as  the  needs  of  the  service  require  and  are  duly  announced. 

ENGINEER  DEPARTMENT  AT  LARGE. 

lis.  The  headquarters  of  the  United  States  engines  districts  in  the  Seoxid  Civil- 
S^vice  District  are  located  at  BuSalo,  N.  Y.,  and  New  York,  N.  Y. 

EDUCATIONAI.  EXAMINATIONS. 

119.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  st^iog' 
lapher,  typewriter,  c<^yist  draftsman,  mechanical  apprentice  draftsmui,  and  sub- 
clerical  poeitions,  including  elevator  conductor,  messenger,  messenger  boy,  skilled 
laborer  and  watchman,  are  filled  by  certification  of  eligiblee  by  the  secretary  of  the 
Second  Civil-Service  Disbict,  at  New  York  City.  Of  these  positions,  those  of  the 
clerical  and  subclerical  grades,  except  elevator  conductor  and  messenger  boy,  are 
filled  from  rcgisten  resulting  from  the  first  and  third  grade  examinations  described 
on  pages  7  to  8  of  this  publication.  Information  concerning  the  stenc^rapher  and 
typewriter,  elevator  conductor,  and  messenger  boy  examinations  will  be  found  on 
pages  23  and  24.  Examinations  for  other  poeitions,  including  copyist  draftsman, 
mechanical  apprentice  draftsman,  and  bookkeeper,  will  be  held  only  when  eligiblee 
are  needed,  due  announcement  of  which  will  be  made. 

NONEDnCATIONAI.  EXAMINATIONS. 

120,  This  class  includes  mechanical  trades  and  similar  positions.  «In  section  186 
is  given  a  list  of  positions  filled  by  noneducational  examination,  applications  fbi 
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irtiich  are  Meeived  at  any  time  by  the  diitrict  secretary.  The  powtions  named  are 
thoee  in  vhich  Tacandee  occur  'with  more  or  lesa  trequency  in  Tarioue  branches  of 
the  service,  and  the  resulting  registers  are  used  for  fiUii^  vacancies  occurring  in  any 
of  those  branches 

121.  For  pomtiouH  which  are  peculiar  to  the  Engineer  Department  at  Large  and 
not  mentioned  in  section  186,  appKcations  are  received  at  any  time  by  the  local 
boards  of  civil-service  examiners  for  the  various  engineer  districts.  Application  and 
examination  blanks  (Form  18M)  may  be  obtained  from  the  secretary  of  the  Second 
Civil-Service  District,  New  York,  N.  Y.,  or  the  secretary  of  the  local  board  at  the 
headquarters  of  the  engineer  district  in  which  empIoyni.ent  is  desired..  (See  sec,  118.) 
The  local  boards  will  also  furnish  any  further  information  desired  concerning  these 

122.  All  roisters  for  mechanical  trades  positions  show  the  branch  or  branches  of 
the  trade  in  which  the  eligibles  are  eiperienced,  and  selections  tor  filling  vacancies 
in  the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  eligibles 
who  have  had  eiperience  in  a  particular  branch  of  the  trade.  For  instance,  the 
carpenter  registw  may  contain  the  namea  of  eCaii  builders,  skip  carpenters,  bridge 
carpenters,  etc. 

123.  The  minimum  age  limit  for  noneducational  examinations  for  the  Engineer 
Department  at  La^e  is  18  years;  there  is  no  maximum  limit. 

124.  For  additional  information  concemiug  noneducational  examinations,  see 
page  26.    For  information  relative  to  certification  and  eligibility,  see  page  27. 

QUARTERMASTER  CORPS. 

125.  The  branch  of  the  service  formerly  known  b^  the  Quartermaster's  Department 
at  liiu^  is  BOW  embraced  in  the  Quartermaster  Corps.  The  Army  appropriation  act, 
approved  August  24, 1912,  provides  that  positions  in  the  Qnartermaeter  Corps  which 
formerly  were  filled  as  a  result  of  open  competitive  examinations  held  by  tbe  Civil 
Service  Commiaiion,  may  be  filled  throngh  such  examinations  or  by  enlistmeat. 
The  information  given  below  is  applicable  whm  the  positions  are  filled  through 
examination,  see  sec.  3c.  For  information  relating  to  poeittons  filled  by  enlistment, 
application  should  be  made  to  the  Secretary  of  War,  Washington,  D.  C 

126.  Certification  of  eligibles  will  be  made  by  the  secretary  of  the  Second  CivU- 
Service  District  lor  filling  vacancieB  occurring  in  the  educational  and  noneducational 
positions  covered  by  this  pamphlet  in  establishments  of  the  Quartermaster  Corps,  as 
as  follows: 

Chief  Quartermaster's  Office,  Governors  Island,  N.  Y.-,  Depot  Quartermaster's 
Office,  New  York  City;  Fort  Hamilton,  Brooklyn,  N.  Y;  Fort  Wadsworth,  Staten 
Island,  N.  Y.;  Fort  Wood,  Liberty  island,  N.  Y.;  Fort  Totten,  Long  Island,  N.  Y.; 
Fort  Schuyler,  New  York.'N.  Y.;  Port  Slocum,  Davids  Island,  N.  Y.;  Plattsbutg 
BarrackB,  Plattaburg,  N.  Y. ;  Madison  Barracks,  Sackett  Harbor,  N.  Y. ;  Fort  Ontario, 
N.  Y.;  Fort  Porter,  Bufialo,  N.  Y.;  Fort  Niagara,  N.  Y.;  and  Fort  Hancock,  N.  J. 

EDUCATION  All  EXAHINATIOIfS. 

127.  Vacancies  occurring  in  subclerical  positions  are  filled  by  certification  from 
registers  resulting  from  the  first  and  third  grade  examinations  described  on  pages  7 
to  8.  Information  concerning  stenographer  and  typewriter  examinations  is  given  on 
page  23.  Examinations  for  other  positions  which  require  mental  tests  are  held  as  the 
needs  of  the  service  require. 

NONBDUCATIOITAIi  BXAMIITATIOITS. 

128.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  186  is 
given  a  list  of  positions  'filled  by  noneducational  examination,  applications  for  which 
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are  received  at  any  time  by  the  diattict  eocretary.  The  pofddonB  named  are  those 
in  which  vacancies  occur  with  more  or  less  frequency  in  various  bianchee  of  the 
eervice,  and  the  resulting  regiatora  are  used  tor  filling  vacanciee  occurring,  ia  any  of 
(hose  branches. 

129.  For  poeitione  which  are  peculiar  lo  the  Quartermaster  Corps,  and  not  men- 
tioned in  section  1S6,  examinations  are  held  only  when  el^blee  are  needed,  and 
are  duly  announced.    Application  and  examination  Form  18O0  ia  required. 

130.  The  age  limits  for  noneducatioual  examinations  in  the  Quartennaster  Corpe 
are  as  follows:  Men,  minimum,  20,  maximum,  50;  women,  minimum,  18,  mtnijnum, 
50.  The  age  limits  are  waived  in  case  of  persons  honorably  discharged  from  the 
military  or  n'aval  service  by  reaion  oj  wmmds  received  or  Hckneas  incurred  in  tite  line  qf 
duty. 

131.  For  further  information  relative  to  noneducatioual  examinations,  see  page  25. 
For  information  relative  to  certification  and  eligibility,  see  page  27. 

ORDNANCE  DEPARTMENT  AT  liAROE. 

132.  Establishmenta  of  the  Ordnance  Department  at  Large  in  the  Second  Civil- 
Service  District  are  at  Dover,  N.  J.,  Fort  Hancock,  N.  J.,  New  York,  N.  Y.,  and 
Watervliet,  N.  Y. 

EDTJCATIONAIj  hxamikations. 

133.  Clerical,  minor  clerical,  and  subclerical  poMtions  in  this  Bervice  are  filled  from 
registers  resulting  from  the  first,  second,  and  third  grade  examinations  described  on 
pages  7  to  S. 

134.  For  the  position  of  skilled  office  laborer,  the  second-grade,  or  minor  clerical 
examination,  referred  to  on  page  8,  is  given  if  the  duties  of  the  position  do  not  require 
a  knowledge  of  typewriting.  If  a  knowledge  of  typewriting  is  required,  the  min<v 
typewriter  examination  is  given.    Examinations  are  held  as  the  needs  of  the  service 

.  require  and  are  duly  announced.  Applications  of  women  tor  the  minor  typewriter 
examination  for  positions  at  the  Watervliet  Arsenal  will  be  received  at  any  time  by 
the  district  secretary.  Application  forma  (No.  1371)  and  full  information  may  be  had 
by  addrestiing  the  district  secretary  or  the  secretary  of  the  local  board  of  civil-service 
examiners  at  the  arsenal. 

135.  Information  concerning  examinations  for  the  positions  of  stenographer  imd 
typewriter  and  messenger  boy  will  be  found  on  pages  23  and  24,  respectively. 

136.  Examinations  for  the  position  of  apprentice  will  be  held  as  frequently  as  the 
needs  of  the  service  require  and  will  be  publicly  announced  by  the  district  secretary. 
The  examination  consists  of  simple  mental  tests  and  a  mting  on  physical  condition.  . 
Competitors  must  be  not  lees  than  15  nor  more  than  18  years  of  age  on  the  date  of 
examination,  except  that  applicants  who  are  graduates  of  a  technical  or  manual 
training  school  may  be  admitted  to  examination  if  not*more  than  20  years  of  eg^. 
Application  and  examination  Form  1375  ia  required. 

137.  Examinations  for  other  positions  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  are  duly  announced. 

UECBANICAL  DRAFTSUAN  AND  APPBENTICE  DRAITSMAM. 

138.  Information  relative  to  the  positions  of  mechanical  draftsman  and  apprentice 
drafteman,  and  application  forms  therefor,  may  he  obtained  by  addressing  the  secre- 
tary of  the  local  board  of  civil-service  examinere  at  the  ordnance  establishment 
where  employment  is  desired,  or  the  secretary  of  the  Second  United  Stales  Civil- 
Service  District,  Customhouse,  Now  York,  N.  Y.  Applications  may  be  filed  at  any 
time  with  the  district  aecretary.  Examinations  will  be  held  as  frequently  as  the 
needs  of  the  service  require.    Applicants  will  not  be  assembled  lor  examination  but 
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will  be  required  to  submit  with  their  ftj^licatione  a  gpecinien  of  pencil  dnwing 
(mechanical)  and  a  tracing  thereof,  with  a  statement  of  the  time  consumed  in  making 
each  and  a  sworn  statement  tiiat  the  drawings  submitted  are  wholly  the  work  of  the 
applicant.  The  ratings  will  be  based  upon  the  work  submitted  and  the  applicant's 
education,  training,  experience,  and  fitness,  as  shown  by  the  application  and  cor- 
roborative evidence.  The  age  limit  for  the  mechanical  draftsman  examination  ia  18 
yeaia  or  over  on  the  date  of  the  examination;  for  the  apprentice  draftsman  examina- 
tion, 17  to  SI  years  on  the  date  of  the  examination.  Application  and  examtmitioa 
Form  1312  la  required  for  both  examinations. 

NONEDUCATIONAI,  EXAMINATIONS. 

139.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  186 
is  given  a  list  of  positions  filled  by  noneducationat  examination,  applications  for 
which  are  received  at  any  time  bf  the  district  secretary.  The  positions  named  are 
thoee  in  which  vacancies  occur  with  more  or  le^  frequency  in  various  branches  of 
the  eervice,  and  the  resulting  r^ister^.are  used  for  filling  vacandea  occurring  in  any 
of  those  branches. 

140.  For  positions  which  are  peculiar  to  the  Ordnance  Department  at  La^e  and 
not  mentioned  in  section  186,  applications  are  received  at  any  time  by  the  local 
hoards  of  civil-service  examiners  at  the  various  ordnance  establishments.  Applica- 
tion and  examination  blanks  (Form  1800)  may  be  obtained  from  the  secretary  of  the 
Second  Civil-Service  District,  New  York,  N.  Y.,  or  the  secretary  of  the  local  board 
at  the  ordnance  establishment  where  employment  is  desired.  (See  sec.  132.)  The 
local  boards  will  also  furnish  any  further  information  desired  concerning  theee  posi- 

141.  The  age  minimum  limit  for  noneducatioual  examinations  for  the  Ordnance 
Department  at  Large  is  20  years;  there  is  no  maximum  limit.  * 

142.  For  additional  information  concerning  noneducational  examinations,  see  pnge 
25.    For  information  relative  to  certification  and  eligibility,  see  page  27. 


143.  For  information  concerning  the  position  of  unskilled  laborer  in  the  Ordnance 
Department  at  Large,  application  should  be  made  to  the  board  of  labor  employment 
at  the  ordnance  establishment  where  employment  is  desired.  General  information 
concerning  unskilled  labor  in  Federal  offices  and  eetablistuneniii  will  be  found  on 
page  26. 

LIGHTHOUSE  SERVICE. 

144.  The  headquarters  of  l^hthouse  districia  in  the  Second  Civil-Service  District 
are  located  as  follows:  Third  lighthouse  district,  Tompkins ville,  N.  Y.;  tenth  light- 
house district.  Buffolo,  N.  Y. 

BDUCATIONAZi   EXAMINATIONS. 

145., The  positions  of  bookkeeper,  clerk,  copyist,  stenographer,  typewriter,  mes- 
senger boy,  meeseuger,  watchman,  and  skilled  laborer,  are  filled  by  certification  of 
eligibies  by  the  secretary  of  the  Second  Civil-Service  District,  New  York,  N.  Y. 
The  poeitiona  of  clerk,  copyist,  messenger,  watchman,  and  skilled  laborer  are  filled 
from,  registers  resulting  from  the  first  and  third  grade  examinations  described  on 
pages  7  to  8.  Information  concerning  the  stenographer  and  typewriter  examination 
will  be  found  on  page  23;  bookkeeper,  page  24;  messenger  boy,  page  24. 

146.  Examinations  for  aid,  cadet  engineer,  cadet  officer,  draftsman,  scientific 
assistant,  superintendent,  and  other  such  technical  positions  will  be  announced 
when  el^htes  are  needed. 
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NOICBDCCATIONAi:,   KXAMINATIOKS. 

147.  This  class  includes  the  mechanical  trades,  the  posttiona  of  master,  mate,  pilot, 
engineer  on  light  vesaeb  and  lenders,  keeper,  aasisfant  keeper,  and  similar  positions. 
In  section  186  is  given  a  list  of  positions  filled  by  noneducational  examiuaticrn, 
applications  for  which  are  received  at  any  time  by  the  district  secretary.  The 
positions  named  are  those  in  which  vacancies  occur  with  more  or  less  frequency  in 
various  branches  of  the  service,  and  the  resulting  registers  are  used  for  filling  vacancies 
occurring  in  any  of  those  branches. 

148.  For  positions  which  are  peculiar  to  the  Lighthouse  Service  and  not  mentioned 
in  section  186,  applications  are  received  at  any  time  by  the  local  boards  of  civil- 
service  examiners  for  the  lighthouse  districts.  A  local  board  may  suspend  the  receipt 
of  applicatkHU  for  any  particular  position  until  such  time  as  eligibles  for  that  position 
sie  needed.  Application  and  examination  bhmks  may  be  obtained  from  tiie  secre- 
tary of  the  local  board  at  the  headquarters  of  the  lighthouse  district  in  which  employ- 
ment is  desired,  and  applications  should  be  filed  witli  him.  (See  eec.  144.)  Form 
1025  will  be  used  in  mkking  application  for  the  positions  of  keeper  and  assistant 
keeper;  for  other  positions  of  the  noneducatiQDal  class,  Form  ISOO  will  be  used.  The 
local  boards  will  furnish  any  further  information  desired  concerning  theae  positions. 

149.  The  age  limits  for  noneducatiiBial  examinations  for  the  Lighthouse  Service 
are  as  follows:  MiiiT"tini,  IS  years,  except  for  those  positions  which  require  a  license 
from  the  Steamboat-Inspection  Service,  for  which  the  minimum  limit  is  21  years; 
imniimim,  40  years  for  o&«rs  of  tenders,  none  for  other  poeitiofks.  Persons  honor- 
ably discharged  from  the  United  Slates  Army,  Kavy,  or  Marine  Corps,  and  persons 
already  in  the  Lighthouse  Service  in  ctaeeified  positions,  will  be  examined  without 
reference  to  their  age. 

150.  For  additional  infoimation  concerning  noneducational  examinationB,  see 
page  25,    For  iifiormation  relative  to  certification  and  eligibility,  see  p^e  27. 

'  NAVY- YARD  SERVICE. 

151.  Labor  boards  have  been  established  at  the  navy  yard  at  New  York,  N.  Y., 
and  at  the  naval  magazines  at  lona  Island,  N.  Y.,  and  Lake  Denmark,  N.  J.,  in  the 
Second  Civil-Service  DisSrict. 

BDnCATIONAI.   XIXAMINATIONS. 

152.  Vacancies  in  positions  which  require  educational  and  t«chnical  qualifications 
are  filled  by  certification  of  eligibles  by  the  secretary  of  the  Second  Civil-Service 
District,  New  York,  N,  Y.  Included  iu  this  class  are  such  positions  as  bookkeeper, 
chemist,  clerk,  draftsman,  electrical  expert,  laboratorian,  magazine  attendant, 
mechanical  engineer,  messenger,  messenger  boy,  stenographer  and  typewriter,  sub- 
inspecter,  timber  inspector,  watchman,  etc.  The  position  of  clerk  is  filled  as  a  result 
of  the  first-grade  examination  described  on  page  7,  and  the  positions  of  messei^er 
and  watehman  are  filled  as  a  result  of  the  third-grade  examination  described  on  page  8. 
Information  relative  to  the  bookkeeper  examination  will  be  found  on  page  24;  mes- 
senger boy,  p£^  24;  stenographer  and  typewriter,  page  23,  For  other  positions  filled 
through  educational  tests,  examinations  will  be  announced  when  eligibles  are  needed- 

ABTISAIfS,    SUPERTISINO    ARTISAN'S,    LABOBEBS,    BTC. 

153.  Applicante  for  employment  in  the  positions  of  the  classes  of  artisan,  supervising 
artisan,  common  laborer,  and  the  like  should  apply  te  the  labor  board  at  the  navy 
yard  or  other  naval  establishment  where  employment  is  desired.    (See  sec,  151,) 
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154.  Clerical,  minor  clerical,  and  subclerical  pceitions  in  field  branches  of  the  Immi- 
gration, SteamboatrlnspecdoD,  and  Public  Health  Services,  Burean  ot  Animal  In- 
dustry, Weather  Bureau,  and  other  field  branches  are  filled  by  certification  from  the 
appropriate  registera  resulting  from  examinations  for  these  grades  as  described  on 
pages  7  to  8. 

STENOGBAPHEB  AND  TYPEWRITER. 

155.  Combined  stenographer  and  typewriter  examinations  are  held  for  four  branches 
ot  the  service,  namely,  the  Field  Service  (see  sees.  2  and  3  6),  the  Departmental 
Service  (departments  and  offices  at  Washington,  D.  C),  the  Isthmian  Canal  Service, 
and  the  Philippine  Service.  Sepai«te  stenogr^her  examinatjons  are  held  for  the 
Field  and  Departmental  Serviceq,  and  separate  typewriter  examinalioua  are  held  for 
the  Field,  Departmental,  and  Isthmian  Canal  Swvices. 

156.  Examinations  for  the  Field,  Isthmian  Canal,  and  Philippine  Services  are  held 
quartwly;  those  for  the  Department^  Service  are  held  monthly,  except  in  December. 

157.  Women  are  not  admitted  to  examinations  for  the  Isthmian  Canal  and  Phil- 
ippine Servicee,  and  they  are  admitted  to  the  Departmental  Service  examinationa 
only  twice  a  year,  in  the  spring  and  fall. 

158.  Applicatiw  frams  may  be  obtained,  imd  applications  may  be  filed,  at  any 
time,  except  that  applicadons  from  women  for  the  Departmental  Service  are  accepted 
only  when  the  ^ling  and  f^l  examinatioiia  have  been  annouiiced,  unless  the  needs 
of  the  service  require  otherwise.  Forms  for  all  eervicea  may  be  obtained  from  the 
secretary.  Second  Civil-Serrice  District,  New  York,  K.  Y.  Form  1371  is  required  ior 
the  Field  S^^dce;  form  301  f<M'  the  Departmental  Servicei  Form  1312  for  the  Isthmian 
Oonal  Sepice;  F(wm  2  for  the  nrilippine  Service-  Applications  for  the  Field  Service 
diouldbefiled  Willi  thedistrict  secretary  at  New  Yoi^;  for  the  Departm«ital,  Isthmian 
CanU,  and  Philippine  Sovicee,  with  the  Civil  Service  Commieaion  at  Washington, 
D.  C. 

159.  The  age'  limits  are  as  follows:  Field  and  Departmentid  Services,  minimnm  18 
years,  no  mifi"""";  Isthmian  Canal  Service,  minimiim  20,  irnLTimum  45  years; 
Philippine  Service,  minimiim  is,  maximuni  40  years. 

IGO.  The  demand  for  male  stenographer  and  typewriter  eligiblee  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reasonably  n^id  for  those  whoee 
services  prove  sati^actory. 

161.  As  a  result  of  one  examination  a  man  may  become  eligible  for  appcantment 
to  the  Departmental,  Isthmian  Canal,  and  Philippine  Services.  A  separate  exami- 
nation is  required  for  the  Field  Service. 

162.  In  filling  vacancies  in  poeitions  in  the  Field  Service,  certification  to  the  vari- 
ous branches  of  the  service  will  be  made  as  stated  in  sectirai  207. 

163.  Persons  desiring  to  enter  the  examination  should  write  to  the  district  secre- 
tary for  the  proper  application  form  or  forms  (see  sec.  158)  and  for  Form  1424,  which 
contains  full  information  concerning  the  scope  of  the  examinations  and  the  require- 
ments for  all  services  and  the  exact  dates  of  e: 


164.  All  United  States  deputy  marshalB,  except  those  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  ftie  competitive  classified  service. 
Vacanciee  in  this  position  will  be  filled  as  indicated  in  the  following  paragraphs: 

165.  Vacanciee  in  positions  tequudng  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
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or  the  bookkeeper  register  tor  field  Bervicea  of  those  who  were  examined  in  the  State 
in  which  the  vacancy  exisla.     (See  pp.  23, 24  and  27.) 

166.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade,  or 
clerical,  register  of  eligiblcs  who  were  examined  in  the  State  in  which  the  vacancy 

167.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner 
unless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  claasifled  service. 

168.  Full  informatioa  relative  to  the  first-grade,  or  clerical,  examination,  including 
a  list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  annual  exanti- 
nations,  is  given  on  page  7. 

ELEVATOR  CONDUCTOR. 

169.  The  poeition  of  elevator  conductor  in  Federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  tbird-grade  examination  as  shown  on 
page  8,  with  a  weight  of  60  per  cent,  and  training,  experience,  and  fitness  50  per  cent. 

170.  The  minimum  age  limit  for  this  examination  is  20  yeara;  there  is  no  maximum 
age  limit. 

171.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required. 

172.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable 
of  performing  manual  labor. 

173.  In  latii^  theelementof  "experience"  credit  will  begiven  for  actual  experience 
as  elevator  conductor,  electric  motonnan,  or  electric  craneman,  and  applicants  who 
have  not  had  at  least  6  months  of  such  experience  will  not  be  admitted  to  the  exami- 
nation. If  an  applicant  has  had  only  6  months'  experience,  that  experience  miist 
have  been  gained  within  the  12  months  just  prior  t«  the  date  of  applicationi  Appli* 
cants  must  fully  indicate  in  their  applications  the  kind  of  elevators,  and  wheOier 
passenger  or  freight,  upon  which  they  have  been  employed,  aa  well  as  the  length  of 
their  experience. 

174.  This  examination  will  be  held  in  the  cify  in  which,  or  the  vicinity  of  which,  a 
vacancy  occurs  and  only  when  eligibles  are  needed,  due  announcement  of  which  will 
he  made. 

MESSENGER  BOY. 

175.  Examinations  for  filling  vacancies  in  this  poeition  are  held  in  the  city  in  which, 
or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are  needed. 

.  The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjecte  (as  shown  on 
p.  34),  with  the  exception  of  the  subject  of  training,  experience,  and  fitness,  each  of 
the  five  subjects  having  a  weight  of  20  per  cent.  When  examinations  are  to  be  held 
due  announcement  is  made. 

176.  The  age  limila  for  this  examination  are  16  and  18  years. 

177.  Application  Form  1371  is  required. 

178.  While  there  are  no  height  or  weight  requirements  for  the  position  of  messenger 
boy,  eligibles  whose  weight  is  grossly  disproportionate  to  their  age  may  not  be  certi- 
fied to  positions  whose  duties  are  such  that  unusual  wei^t  would  intertere  with 
their  proper  performance. 

OTHER  EDUCATIONAL  EXAMINATIONS. 

179.  Examinations  for  the  positions  of  telephone  operator  and  bookkeeper  in  various 
branches  of  the  ecrvice,  matron  and  matron-interpreter  in  (he  Immigration  Service, 
book  sewer  at  the  United  States  Military  Academy,  and  mechanician  at  the  medical 
supply  depot  will  beheld  only  when  eligiblesare  needed  and  will  be  duly  announced. 
Application  forms  will  not  be  distributed  and  applications  will  not  be  received  until 
such  announcement  is  made. 

I2d  Dist.] 


NONEDTJCATIONAL  EXAMINATIONS. 

80.  Thifi  class  includes  examioatioiis  for  the  mechanical  trades  and  similar  positions 
which  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service,  the 
Quartennaater  Corps,  the  Engineer  Department  at  Large,  the'  Ordnance  Department 
at  Large,  the  Lighthouse  Service,  and  certain  other  branches  ot  the  service  have 
been  placed  under  the  district  system.    (Seo  sees.  2  and  3b,) 

181.  Appropriate  examinations  are  held  based  on  physical  ability  and  training, 
experience,  and  fitness.  Therelative  weighta  of  these  aubjecU  on  a  seaU  of  100  are:  Physical 
abilily,  40;  training,  experience,  and  fitness,  60.  No  competitor  will  be  eligible  for 
appointment  who  does  not  receive  a  rating  of  at  least  70  per  cent  in  the  subject  of 
training,  experience,  and  fitness.  The  information  on  which  the  ratings  are  based 
must  be  furnished  by  the  applicant  in  the  application  blank.  Care  should  he 
taken  to  furnish  accurate  and  complete  information,  in  order  that  a  sufficient  basis 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered.  All  statements  relating  to  training,  experience,  and  fitness 
are  subject  to  verification. 

182.  The  method  ot  rating  the  subjects  of  these  examinations  is  as  follows: 

(o)  Physical  adiltty, — An  applicant  without  apparent  physical  disqualification 
is  rated  at  98  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  98,  according  to  the  nature  of  the  defecls. 

(6)  Training,  bxperibnce;  and  fttness.^ — This  subject  will  be  rat«d  upon  the  state- 
ments made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and 
references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  character 
of  the  experience  shown,  and  special  consideration  will  be  given  experience  which 
is  continuous  and  recent. 

183.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary,  but 
norecommendationeothertban  those  called  for  by  the  Commission  will  be  considered. 

184.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings)  but  the  names  of   . 
persons  preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.    See  section  10. 

185.  When  noneducational  examinations  are  given,  applicanla  are  not  required  to 
appear  at  any  place  for  examination,  but  to  file  fully  executed  applications  on  the 
form  prescribed,  with  the  secretary  of  the  civil-service  district  in  which  employment 
is  desired,  unless  otherwise  specified. 

186.  For  the  following-named  positions  applications  are  received  at  any  time  by 
the  secretary  of  the  Second  Civil  Service  District,  New  York,  N.  Y.: 
Blacksmith.  Mate. 

Carpenter.  Packer. 

Chauffeur-machinist.  Fainter. 

Gardener.  Plumber  and  steam  fitter. 

Marine  fireman.  Stationary  fireman. 

Marine  gasoline  engineer.  Stationary  steam  engineer.' 

Marine  steam  engineer.  Wagon  master. 

Master.  Wheelwright. 

187.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the 
district  secretary.  Those  who  wish  to  apply  for  more  than  one  position  must  file  a 
separate  application  for  each  position  desired. 

I  Educational  eiBmlnatlon  Is  required  (or  tl 
Id  Uk  Quartennaater  Corps,  II  the  salary  Is  m 
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188.  Applicantsforthepositioiisof  nuriae  steam  engineer,  master,  and  mate  should 
give  in  their  applications  the  names  and  tonnages  of  the  vessele  upon  which  they» 
have  been  employed  and  submit  with  their  appiicationa  licenses  or  certificates  from 
the  proper  steamboat  inepiectore  showing  the  grade  and  character  of  the  licenses  held 
by  them. 

1S9.  Applicantafor  the  position  of  chaufEeur-machinist  must  be  journeyman  machin- 
iBtB,  and  in  addition  they  must  have  had  experience  both  in  repairing  and  driving 
automobiles,  autotrucks,  or  other  motor  vehicles;  in  other  words,  applicants  must 
be  general  machinists,  automachiaists,  and  chauffeurs. 

190.  Registers  will  be  established  quarterly,  or  more  frequently  or  less  frequently, 
as  the  needs  ol  the  service  require.  To  receive  consideration  tor  a  certain  quarter, 
applications  must  be  filed  in  c(ymplele  form  with  the  district  secretary  not  later  than 
the  15th  of  March,  June,  September,  or  December,  as  the  case  may  be.  The  regis- 
tere  will  be  made  up  on  or  eoon  after  the  Ist  of  April,  July,  October,  and  January. 

191.  From  the  registers  resulting  from  these  examinations  certification  will  be 
made  for  filling  vacancies  as  they  occur  in  various  branches  of  the  service,  principally 
in  the  Quartermaster  Corps,  Engineer  Departmental  Large,  and  Ordnance  Department 
at  large,  and  occasionally  in  the  Custodian  Service,  the  Lighthouse  Service,  and  cer- 
tain other  branches.  In  making  certifications  due  regard  will  be  had  for  the  age 
limitaand  other  requirements  of  the  service  to  which  certification  is  made.  Further 
information  relative  to  the  Quartermaster  Corps  is  given  on  page  19;  Engineer 

-  Department  at  Large,  page  18;  Ordnance  Department  at  Large,  page  20;  Lighthouse 
Service,  page  21;  Custodian  Service,  page  17.  The  regulations  governing  certifica- 
tion and  eligibility  are  shown  on  page  27. 

192.  The  district  secretary  or  the  Civil  Service  Commission  at  Waahington  will  tur- 
nidi  information  concerning  noneducational  positions  not  covered  by  this  pamphlet. 

PACKER,  INDIAN  WAREHOUSE. 

193.  The  only  Indian  warehouse  in  the  Second  Civil-Service  District  ia  located  at 
New  York  City.    Examinations  for  the  position  of  packer  will  be  held  only  when 

.  eligiblea  are  needed,  and  will  be  duly  announced. 

UNSKILLED  LABORER. 

194.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  governing 
the  emplojTnent  of  laborers  in  the  Federal  service,  positions  of  this  character  are  filled 
by  registration  ot  eligibles  after  a  physical  test.  The  duties  of  men  are  thoee  of 
common  laborer  or  workman  and  ot  women  those  of  charwoman  or  its  equivalent. 
Labor  regulations  are  in  force  at  Brooklyn,  N.  Y.,  Buffalo,  N.  Y.,  Newark,  N.  J.,  and 
New  York,  N.  Y.,  in  the  Second  United  States  Civil-Service  District.  Examinations 
are  held  annually.  Application  blanks  may  be  obtained  from  the  boards  of  ]a,bot 
employment  in  the  cities  named  when  examinations  are  announced, 

195.  The  age  limits  f5r  this  position  are  20  and  60  years.  The  age  limits  are  waived, 
however,  in  the  cases  of  honorably  discharged  veterans  of  the  Civil  War  and  persons 
honorably  discharged  from  the  United  States  military  or  naval  service  by  reason  of 
disability  resulting  from  wounds  received  or  sickness  incurred  in  the  line  of  duty. 

196.  Applicants  for  the  position  of  unskilled  laborer  in  New  York,  N.  Y.,  are 
required  to  be  not  leas  than  150  pounds  in  weight,  and  not  less  than  5  feet  6  inches 
in  height,  without  shoes. 

197.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  ot  the  office  where  employ- 
ment is  desired.  The  secretaries  ot  local  boards  ot  civil-service  examiuers  at  estab- 
lishments of  the  Ordnance  Department  at  Large  will  furnish  information  concemii^ 
unskilled  labor  at  such  establishments.  .  » 
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CBRTIPICATION  AND  EUGIBILITT. 

198.  After  the  papers  of  an  exammation  have  been  rated  the  names  of  the  eliglbles 
are  entered  on  the  register  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  Ibe  United  States  military 
or  naval  Borvice/or  daabiliiy  inciared  in  the  line  of  duty.  The  names  of  such  pereons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  CommisBion  and 
who  attain  an  average  percentage  of  not  less  than  65  will  be  placed  at  the  head  of  the 
eligible  register.     (See  sec.  10.) 

199.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

200.  Theperiodofeligibilityisone  year  from  the  date  of  entering  the  name  on  the 
roister,  but  the  entire  register  may  beextended  for  afurther  period  if,  in  tie  judgment 
of  the  Commiasion,  Ihe  needs  of  the  service  bo  require. 

201.  The  highest  three  names  on  the  appropriate  roister  are  certified  tor  each 
vacancy.  Unless  sooner  selected  for  appointment,  an  el^ble  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointing  ofiScer  in  each 
service  for  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certified 
for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that  named  by 
him  in  his  examination  pa^ere.  The  appointment  of  a  person,  whose  name  is  on  more 
than  one  register  ordinarily  operates  to  cancel  his  eligibility  on  all  registers  of  the 
same  or  lower  grade;  anel^bleshould  therefore  advise  the  district  aecretary  whether 
he  desires  his  name  to  remain  on  any  raster  established  from  examination  other 
than  the  one  which  resulted  in  his  appointment.  Appointments  may  be  made  from 
a  higher  grade  register  for  filling  vacancies  in  a  lower  grade  position. 

202.  For  filling  vacancies  in  the  Intraiial-Revenue  Service  certification  will  be 
made  of  the  names  of  eligiblea  who  were  examined  in  the  internal-revenue  district  in 
which  the  vacancy  occurs,  except  that  the  First,  Second,  and  Third  Internal- Revenue 
Districts  of  New  York  will  be  considered  together  in  making  certifications. 

203.  For  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of 
the  names  of  the  eligiblea  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinatione  are  held  also  at  subpwts  for  the  convenience  of  applicants,  the 
highest  eligiblea  will  be  certified  of  those  examined  at  the  port  and  at  subports. 

204.  For  the  poeitiouB  of  clerk,  and  carrier  for  city  delivery,  in  post  oScee,  a  separate 
raster  is  established  Ux  each  classifled  post  office,  containing  the  names  of  eligiblea 
examined  tot  such  office.  For  certain  la^e  post  offices  separate  male  clerk  and 
carrier  registers  are  wt^lished,  while  for  all  other  officee  in  which  both  clerks  and 
city  carri^v  are  employed  &e  names  of  male  eligiblea  are  entered  on  both  the  clerk 
and  the  carrier  registers.    (See  sees.  01  and  03.) 

205.  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marshal 
certification  will  be  made  of  the  names  of  eligiblee  who  wae  examined  in  the  State  in 
which  the  vacancy  exists. 

20G.  Certification  for  filling  vacancies  in  the  position  of  clerk  in  lie  Array  Transport 
Service  will  be  made  of  eligiblee  examined  in  (he  city,  or  the  vicinity  of  the  city, 
from  which  the  transport  sails. 

207.  In  making  certification  for  filling  vacancies  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  regula- 
tions outlined  in  the  foregoing  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  wUl  apply,  bo  far  as  poasible.  In  case  the  register  for 
any  locality  becomes  exhausted  resort  may  be  had  to  the  register  for  the  nearest 
locality  that  contains  the  names  of  eligiblea  available  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  is  willii^  to  accept  appointment. 
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20S.  In  filling  vacanciea  in  any  position  filled  by  educationil  exuninatioD  not  spe- 
cifically provided  for  above,  certification  will  be  made  of  eligibles  examined  at  the 
place  at  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  exieta,  except  in 
the  absence  of  local  eligiblea  aiter  due  opportunity  of  local  competition  has  been 
afforded,  when  certification  may  be  made  from  regiatera  for  the  nearest  locality  con- 
taining the  naraCB  of  available  eligibles. 

209.  In  filling  vacanciea  in  positions  filled  by  non educational  examination  and  tor 
which  applicationfl  are  filed  with  the  district  secretary,  certification  will  be  made  of 
eligiblea  readily  available  (or  employment^  that  is,  of  thoae  who  live  in  the  place, 
or  in  the  vicinity  of  the  place,  of  employment,  and  of  those  who  do  not  live  in 
the  place  or  vicinity,  but  who  have  presented  themselves  to  a  member  of  the 
local  board  of  civil-service  eiaminetB  (or  to  the  employing  officer  when  there  is 
no  local  board  member)  at  the  place  at  which  employment  is  desired.  An  eligible 
who  doee  not  live  at  the  place  where  he  desires  employment  will  not  be  certified  for 
appointment  there  until  he  has  personally  appeared  before  a  member  of  the  local 
board  of  examiners  (or  the  employing  officer)  at  that  place,  has  secured  a  certificate 
from  the  board  member  (or  the  employing  officer)  showing  the  date  on  which  he 
appeared,  and  has  filed  such  certificate  with  the  district  secretary.  In  thfe  connec- 
tion vicinity  is  defined  aa  the  territory  within  the  usual  commuting  distance.  An 
employing  officer  is  the  official  in  charge  of  an  office  or  other  establishment.  Eligi- 
bles-  on  registers  maintained  by  the  district  secretary  will  be  certified  for  filling 
vacancies  occurring  in  various  branches  of  the  service  included  in  the  district  system. 
From  registers  maintained  by  local  boards,  certification  will  be  made  of  the  highest 
qualified  eligiblea  on  the  local-board  registers,  in  conformity  with  the  special  regula- 
tions governing. 

210.  Every  appointment  is  made  for  a  probationary  p^iod.  If  tbe  appointee  ia 
retained  in  the  service  at  the  end  of  six  months  (or  at  the  end  of  one  year  if  so  speci- 
fied in  the  certificate  of  appointment),  such  retention  is  equivalent  to  his  absolute 
appointment.  In  the  Foet-Offlce  Service  the  period  of  probationary  appointment 
bt^ins  from  Che  date  of  appointment  aa  r^ular  clerk  or  carrier,  and  not  from  the  date 
of  appointment  as  substitute. 

INFORMATION  CONCERNIXG  OTHER  SERVICES. 

211.  A  Manual  of  Examinations  is  issued  by  the  United  Stat«s  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning  the 
regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Bail- 
way  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addreffling  Ibe  United  Statee  Civil  Service 
Commission,  Washington,  D.  C,  or  lie  district  secretary. 

ALL 

212.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the  service 
demand  and  are  deseed  to  meet  the  requirements  of  the  positions  to  be  filled.  Eligi- 
bles are  certified  to  vacancies  in  the  departments  in  Washington  or  in  die  local  offices 
in  tbevicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil 
Service  Commission  may  be  required  for  the  good  of  the  service.  Information  con- 
cerning these  examinations  may  be  obtained  from  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 
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RURAL  DELIVERY  CARRIER. 

213.  Examinationa  Cor  the  position  of  rural  carrier  will  be  held  as  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinationB  are  announced. 
A  copy  of  Form  1977,  Instructione  to  Applicaats  tor  the  Rural  Carrier  Examination, 
will  be  Bent  upon  receipt  of  request  by  the  Secretary,  Second  Civil  Service  District, 
CufltomhouBe,  New  York,  N.  Y, 

214.  The  age  limits  for  this  examination  are  18  and  55  years,  the  maximum  limit 
being  waived  in  the  cases  of  honorably  discharged  United  States  soldiers  and  sailors. 
(See-sec.  23.) 

FOURTH-CLASS  POSTMASTER. 

215.  All  foiuth-clasa  postmasters  in  the  United  States  are  in  the  claseified  service. 
A  copy  of  the  regulations  governing  the  appointment  of  fourth-class  postmasters  may 
be  obtained  from  the  United  States  Civil  Service  Commission,  Washington,  D.  C, 
upon  request. 
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DESCRIPTION  OF  EXAMINATIONS. 
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In  the  fint-grade  examination  competitors  who  fait  to  attain  a  rating  of  at  least  TO 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointcaent,  and  the 
remaining  subjects  of  their  esaminatione  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FIRST'ORADB  EXAMINATION. 

1.  Spelling;  Twenty  worda  of  more  than  average  difficulty,  2.  Abithmihtc: 
Fundamental  rulefi,  fractions,  percenta)^,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Penmanship:  Rated  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Bbport  wbitiho:  Testinwritingin  tetter  form  areport,not 
more  than  200  words  in  length,  summarizing  and  arranging  in  logical  order  a  series 
of  facts  included  in  a  given  statement  of  400  to  500  words.  S.  Copyino  and  cor- 
BBCTiNQ  uanuscbift:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
BCript  which  includes  ersenres,  misspelled  words,  errors  in  syntax,  etc.     6.  GaoQ- 

KAPHY   AND   CIVIL  OOVBRNMBNT  OF  THE   UnFTED  StATES. 

The  following  questions  and  tests,  which  have  been  uaed,  indicate  the  general 
character  of  these  subjects: 

First  Sublect^^petUng.— Spelling  Is  dictated  b;  the  examiner.  The  words  are  written  bv  (he 
competitor  in  (he  blank  spaces  Indicated  on  the  flret  sheet  ot  the  eiamlnatloa.  All  words  should  be 
commenced  with  capital  letters.  The  examiner  prooouncea  each  word  and  gives  11a  definition. 
The  competitor  19  required  to  write  only  the  word  and  not  Its  deftnltinn. 


Dt/xHS-al:  False  or  (ricky.  Deftrena;  Respect  or  regard.  tnttrSon:  The  act  of  placing  In ;  as,  the 
InserUon  <if  an  advertisement.  Jfacflttofe:  To  make  easy;  as,  to  facilitate  business.  Sateof aad^:  A 
dtyottheUnttedStates.  AiijaeeM:  Lyingnearorboideringon.  Souvenir:  Atokenof  remembrance. 
Cokcedina:  Yleldiog  or  givlngup;  as,  conceding  a  point.  Lineage:  Line  ol  descent  or  anoesCiy:  as. 
of  roval  lineage.  ifeWerfont;  Hanntul  or  inlurtons;  a«.  deleterlouo  to  health.  Hbrtomiui.-  On  a  level. 
Pofrimony.*  An  estate  Inherited  from  one'n  father.  Ortfjlcote.' A  written  testimony;  as.  a  marriage eertlH- 
cate.   Jtesmnir;  A  place  o(  storage;  as,  a  water  reservoir.    Prftifcoe.- Aright;  aB,thepr!vilegeol  voting. 

Second  Subject— Arltlunetlr.— In  solving  the  following  problems,  give  the  work  In  ^1ll,  showing 
all  the  figures  and  mathematical  signs  necessary  for  (he  solution  of  each  problem,  without  any  nn- 
iiecetaary  figures.  Write  the  word  "Answer"  or  Its  abbrevation,  "Ans.",  after  the  answer  t«  eacli 
problem. 

1.  This  question  comprises  a  test  In  adding  numbers  crosswira  and  lengthwise.  There  are  usually 
three  colnmnsof  about  twelve  numbers  each  to  be  added.  3.  Multiply  SA  by  20.73,  divide  the  product 
by  B.Bl.  and  to  tHe  quotient  add  the  difference  between  7!  and  9R^.  Change  all  common  Imcdons 
to  declmala  and  solve  by  decimals.  3.  New  Brunswick  has  6e,£2t  pupils  enrolled  In  her  elemeDlary 
schools  out  of  a  popalatlon  o(  397,344.  Saskatchewan  has  36,225  pupils  enrolled  out  ol  a  population 
of  289,800.  If  the  same  per  cent  of  the  population  were  enrolled  In  Bastatchewaa  that  is  enrolled 
In  New  Brunswick,  would  Saskatchewan  have  to  Increase  or  decrease  her  present  enrollmenT,  and 
by  how  many  per  cent  of  the  prcBcnt  enrollment;  4.  A  public  square  iasurronndcd  by  a  wait  which 
contalits  an  area  of  1  acre  and  Is  2  rods  wide,  the  walk  being  entirely  outside  of  the  square.  What 
is  the  area  of  the  square?  1  acre— 160  aqiiatc  rods.  S.  Make  an  Kemlsed  slalement  of  the  following 
account  as  it  should  appear  taken  from  the  books  of  Vogcl  &  Son;  males  a  proper  heading;  close  (he 
account:  and  bring  down  the  balance  as  H  should  have  appeared  June  1. 1911:  During  the  month  of 
Hay  1B1I,  Vogel  &Boa  had  tbe  following  transactions  with  Benton  Van  Klpcr:  Uay  1,  he  owed  them 
on  account 869.80,  Maj2,  hegavethemhisnoteduein  lOmonthsforWa.reeeivlngcreditforllapres- 
ent  worth,  WO,  May  4.  he  sold  them  648  pounds  pork  at  121  cents  per  pound.  May  fi,  be  bought  o( 
them  216  buahelfl  wheat  at  97i  cents  pet  bnshel.  May  22,  he  sold  (hem  7R,8B0  bricks  at  89.(0  per 
thousand.  Mav  16,  he  trnnslerred  to  than  by  indorsement  a  note  given  him  by  John  Doe;  face  of 
note  1900:  accrued  lu(erest  to  dale.  K)6.    Uay  23.  be  bought  of  them  SaO  pounds  pork  at  12)  cents  per 
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U^  tl,  (hay  Bold  blm  14.BfiO  pounds  eocl  MK.ttl  per  ton  of  2;£M  pouude. 

Tlitnl  Subject— Pennuiublii The  radiig  on  peDman^p  will  be  detennlned  b;  legibllilr, 

rapEdlty,  Deatnesa,  and  general  sppvaiance,  nod  b;  coirectuen*  aad  □□llonnlly  in  tlie  lormatlon  of 
>vord«,  lotlsra,  aad  puactuallon  marks  in  tlie  eiendae  of  tlie  ionrtli  subject— report  wriOug.  No 
parlinilar  style  of  penmanship  ia  prelened, 

Fourtb  Subject— B«p«irt  Writing.— In  this  eierelae  the  competltotlBgiTen  alooeeHlateraBntoI 
tacts,  400  to  600  words  In  length,  whlchheistogammarlw  and  arrange  into  a  logical  and  eomplete 
report  in  the  fOTm  of  a  letter  of  not  more  than  200  vorda 

This  ejieroise  is  designed  lo  test  the  competitor's  knowledge  of  simple  English  composition  and 
bla  general  Inlelllgence.  In  rating  the  report,  its  enora  ol  form  and  addrtaa,  spelling,  capital iiatlon. 
puuctuatloni  synuix,  and  strle,  aiid  the  airangennnt,  oonetaaiKH,  and  oomiileleneH  of  the  leport 
ata  considered. 

Fifth  Subject— CopyblC  and  CameUiig  HaanMrlpt.— Spelling,  use  of  capitals,  and  allomls- 
slODB  and  tntBtaKes  will  be  taken  Into  eonstdeiatlan  In  rating  this  subject. 

Direction*  lo  Hit  competOer. — Write  a  aufwOrf  aofiy  of  the  mannsciipt  aooompanTlng.  Cortei't  all 
erroTsin  BTQtai,BpelliDg.punctiuttioii,aDd  c^ritalizatlon;  write  In  full  Bj>breTlated  words,  etc..  as 
Indicated.  Do  not  change  or  parapbrase  the  langnage  of  theoopy,  or  Insert,  omit,  ormodllj  words. 
phiBsea.  or  pnnetnatlDn  maAs,  exoapt  m  mar  be  neecnuy  to  ooired  cnon. 
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Slxtb  Subject— Oeosrapby  anil  Civil  Govemmeiit  of  tb«  Unltefl  states.— Ques- 
tions l,  2,  mS  3  of  this  Bub] ect  ore  on  seogiaphy  of  tb«  United  Stales  and  are  dmllaito  qneatloni  1, 2, 
and  i  of  Bccond-grade  geogrnphy  as  Bhovrn  under  that  aubjeet.  Questions  i  and  8  are  on  civil  goy- 
emmeat  ol  the  United  Slates.   The  lollowing  questions  have  been  used: 

4..  (a)  Hovr  are  justiccsof  tlie  Supreme  Court  appointed?  9)  How  man:;  amendments  have  been 
added  to  the  Constitution  ol  the  Unll«d  StstesI  B.  (a)  Name  two  ways  In  whieh  a  bill  may  l>ccome 
a  law  without  the  President's  slgaature.  (A)  Name  the  following  officials:  Speaker  of  the  National 
House  of  Representatives;  Chief  Justice  of  the  L'nlted  Slates;  and  SecTelacy  of  State. 
SBCOND-GRADE  EXAMINATION. 
1.  Sprllino:  Twenty  wordsof  average  difficulty  incommonuse.  2>  ABiTHUBTfc: 
Embraces  addition,  subtraction,  multiplication,  and  divieion  of  whole  numbers,  and 
common  and  decimal  fractions.  3.  Lkiter  wbiting:  TeBt  in  the  use  of  the  English 
language  for  bneinesa  correapondence.  4.  Phnman8hip:  Marked  on  legibility, 
rapidity,  neatness,  and  general  appearance.  5.  Coptino  fbom  plain  copy:  An  exact 
copy  of  a  few  printed  lines  in  competitor's  handwriting.  6.  Services  .other  than 
Post-Office,  Gkoqbaphy:  Qnestions  relating  to  the  boundaries  of  States  and  to  capi- 
tals, largest  cities,  rivers  and  other  bodies  of  water,  and  the  location  by  States  of 
prominent  cities;  Post-Office  Service,  Reading  Addresses. 

The  following  questions  and  teat*,  which  have  been  used,  indicate  the  general 
character  of  theee  subjects: 

Ft  rat  SabJect^Spetllng.— Spell  log  Is  dictated  by  the  eEamlner,  The  wordsare  written  by  the 
competitor  In  the  blank  spaces  Indicated  on  the  first  sheet  of  the  examination.  AD  wordi  ahould 
be  commenced  with  capital  letters.  The  examiner  pronounces  each  word  eno  gives  Its  deanllloo. 
The  compelllor  is  required  to  write  only  the  word  and  not  Its  deflnltlon. 

Opp<matt:  One  who  opposes!  as,  a  political  opponent.  J^ttidaiL-  The  Chief  Executive  ol  the 
United  Stalee.  Conqueror;  One  who  conqners.  WhoUaamt:  Healthful;  as,  wholesome  food.  jtcUoc: 
To  gala;  as,  lo  achieve  success.  Tntnqvi:  Quiet  or  peaceful.  Detach:  To  separate  or  remove;  as,  to 
detach  a  leaf  from  a  book.  ExpenMi*:  Very  costly.  Deeauc:  Death;  ae,  a  person's  decease. 
Niittaabit:  Worthy  of  notice;  as,  a  noticeable  occasion.  Suspicious.'  Exciting  suaplcton;  as,  a  sus- 
picious ciroumslance.  Tkrmoe:  A  raised  bankof  earth.  Jtapp&iif.- Making  a  number  ol  quick  blows. 
Language:  Tbe  speech  of  a  people:  as,  the  English  language.  ScliedtUe:  A  list  or  inventory;  as,  a 
schedule  of  prices.  Tying:  Binding  orfssleolngwlth  a  cord.  Vulgar:  Low  or  mean.  Cmtrie:  Away 
or  track;  as,  a  race  course.  Sabtrg:  A  stated  allowance  paid  lor  services.  Chicago:  A  city  In  the 
Uniled  States. 

Seconil  Suiyeot— Arltlimetlc.— In  solving  the  follovriog  problems,  give  the  work  In  full 
Ebowingall  the  figures  and  mathematical  signs  necessary  lor  tbe  solution  ol  each  problem,  vithont 
any  unnecessary  figures.    Write  the  word  "Answer"  or  Its  abbreviation,  "Ans.",  after  tbe  answer  to 

1.  Add  the  following  (heie  will  be  given  a  short  column  olfignres),  and  subtract  1,S(11,69T,0!9  from 
the  sum.  2.  Multiply  .93M  by  90H.  and  divide  the  product  by  ,41382.  Change  the  f|  to  a  decimal 
before  multiplying  and  salve  by  decimals.  S.  A  man  bought  a  farm  of  9T|  acres.  He  then  sold  20) 
acres  at  a  los  of  167.50.  receiving  tl,M3.5U  for  the  part  sold.  How  much  money  did  the  entire  farm 
cost  blm?  i,  A  Jeweler  paid  (201.80  for  old  gold  at  (1.20  per  pennyweight,  and  made  It  Into  rings 
weighing  S)  pennyweights  each.  He  sold  the  rings  at  S6.E0  each.  How  macb  more  money  did  he 
get  for  the  rings  than  he  paid  for  the  goldT  B.  A  man  cut  US  boards,  each  18  feet  long  and  10  inches 
vride,  into  palings  each  3  feet  long  and  2  inches  wide.  He  sold  the  palings  for  12.50  per  hundred. 
How  much  money  did  the  palings  bring?   Make  no  allowance  lor  saw  cuts. 

Tlilra  Subject— Iietter  Writing.— The  competitor  Is  permitted  to  write  on  either  ol  two 
subjects  given.    The  lollowlng  subject  has  been  nsed: 

Write  a  letter  of  not  less  than  126  words  giving  your  views  as  to  the  advantages  derived  from  free 
public  libraries  In  the  principal  cities  of  your  State.  This  exercise  Is  designed  chiefly  to  test  the 
competitor's  skill  In  simple  English  composition.  In  rating  the  letter,  its  errors  In  form  and  addreo, 
in  spelling,  capitalization,  punctuation,  synmi,  and  style,  and  Its  adherence  to  the  subject,  will  be 
considered. 

Fourtli  8ul>Ject>-FenmanBlilp.— The  rating  on  penmanship  will  be  determined  hy  legl. 
billty,  rapidity,  neatnew,  and  general  appearance,  and  by  correctness  and  tmllormity  In  the  lorma- 
tion  of  words,  letters,  and  punctuation  marks  In  the  exercise  of  the  subject  ol  copying  from  plain 
copy.    No  particular  style  of  penmanship  is  preferred. 

Flltli  Subject — Copying  trorn  Plain. : Copy .—N.  B.— Paragraph,  spell,  capitalize,  and 
punctnnte  precisely  as  in  copy.  All  omissions  and  mistakes  will  be  taken  Into  con^deratlon  to 
rating  this  subject. 

Make  an  exact  written  copy  of  the  following: 

No  recommendalion  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  o(  his  political 
or  religious  opinions  or  afllllallons  shall  be  received,  filed,  or  considered  by  the  CommlBlon,  by  any 
hoard  of  examiners,  or  by  any  Dominating  or  appointing  officer.  Id  making  removals  or  reductions, 
or  In  Imposing  punishment  tor  delinquency  or  misconduct,  penalties  like  In  character  shall  be 
impoaei)  for  Ilkeoffensee,  and  action  thereupon  shall  betaken  irrespective  ol  tbe  political  or  religious 
opinions  or  affillatloiiB  of  the  oflendeis.  A  penian  holding  a  poaillon  on  tbe  date  said  posi- 
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tlon  Is  classified  under  the  dvU-neirlce  set  shall  be  entitled  to  all  tbe  rigbis  and  benefits  ponessod 
by  persons  of  the  same  cIabb  or  gradfl  appointed  upon  examination  under  the  proviaioos  of  said  act. 

Blith  Subject— (Senicea  other  than  Post-Offlce)— Oeoctapby.— N.  B.— Competitors  are  cau- 
tioned not  to  exceed  the  requiremeiita  of  the  queatiaiis  in  their  answera^  aa  the  fa]]  value  of  a  point 
will  be  charged  for  each  incorrect  point  In  Ibe  aosner, 

1.  Name  States,  an  followe;  Two  which  border  Florida  on  the  north;  two  which  border  Colorado 
on  the  north;  two  which  border  New  York  on  the  eaxt;  two  which  border  Wlsconaiu  on  the  w^; 
one  which  bordets  Oregon  on  tbe  north;  ode  which  borders  New  Hampshire  on  the  east.  3.  Name: 
The  largest  two  rlTers  which  border  on  Kentuckj;  the  largest  two  latee  which  border  on  Micblgan; 
the  largest  two  sounda  on  the  coast  of  North  Carolina;  the  two  bodies  ol  water  which  the  Niagara 
River  connects;  a  river  which  borders  on  Kerada;  the  river  on  which  Omaha  Is  situated.  3.  (a) 
Name  the  capital  of  each  of  the  following-named  Slates:  Waahington,  Michigan,  Arkanaaa,  Mary- 
land, MBEBachagella;  (b)  Name  the  most  populous  city  in  each  of  the  following-named  Stalee:  Penn- 
sylvania. Oregon,  Vermont,  Louisiana,  Illinois.  4.  In  what  State  la  each  of  Ibe  follow! ng-na,med 
prominent  cities  located;  ABheville,  Trinidad,  Amsterdam,  Plndlaj,  Lynchburg,  Sedalia,  Walla  Walla, 
Keene,  Macon,  Superior? 

BliUiSub}eet^(Post-Offlce8ervlee)—'B«adlnKAddnssea,— This  exercise  consists  of  the  reading 
of  a  number  ol  written  addienes,  which  are  phololithograpbed  on  one  sheet.  A  second  sheet  Is  fur- 
nished, which  contaius  the  same  addreesea,  these  addreseaa  being  printed  and  coDlalning  errors  olomls. 
tion,  substitution,  or  Insertloii.  Tbe  competitor  is  required  to  Indicate  the  errors  Id  each  printed 
address  by  drawing  a  line  below  the  word  with  pencil,  thus.  Wilam  for  William,  in  any  portion  of  a 
printed  address  which  Is  not  a  correct  cop;  of  the  written  address.  He  should  not  draw  a  line 
through  the  Incorrect  word  nor  write  tbe  correct  word  over  it  He  should  Indicate  any  words, 
figures,  or  initials  omitted  on  the  printed  sheet  by  the  ose  of  a  caret,  thns.  A;  but  should  not 
Indicate  the  omission  or  BnhaUtDIJon  of  a  particular  letter  in  a  word  by  the  use  of  a  caret.  Words 
abbreviated  in  the  written  addreee,  but  printed  in  fall  In  the  printed  address,  are  regarded  as  correct 
If  the  correct  words  are  printed.  Differences  In  punctuation  or  capltaliiation  are  not  regarded  as 
errors.  All  competiton  vriU  be  started  at  a  given  signal  and  will  be  stopped  together  at  the  end  of  . 
ten  (10)  minutes.    The  rating  will  be  determined  on  accuracy  only. 

The  following  are  Illustrations  of  the  method  which  should  he  pursned  in  indicating  erron: 
WRITTEN  ADDRESS— CORRECT. 


/?.  .i^-a-yts 


PRINTED  ADDRESS— WITH  ERRORS 


PRINTED  ADDRESS- WITH  ERRORS  NOTED, 

Major  A  A.  T^  Chandler, 

Fort  Thompson,  Alden  County,  Alabama. 
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THIRD-ORADB  BXAMINATION. 

1.  Spelling:  Twenty  ^mple  vords  in  ordinary  use.  2.  Abithiibtic:  Embraces 
addition,  enbtradion,  maltiplicatton,  and  division  of  whole  nnmbere  and  of  United 
States  money,  3.  Lbttbr  wbitino:  Teat  in  the  use  o(  the  Er^Iish  langoage  for 
business  correspondence.  4.  Pbnuanbhip:  Marked  on  l(^bility,  rapidity,  neatness, 
and  general  appearance.  5.  Copviko  fboh  plain  copy:  An  exact  copy  of  a  few 
printed  lines,  in  competitor's  handwriting.    6.  TRAiNnia,  Exfbbisnce,  akd  Fitnxss. 

The  following  questions  and  teste,  which  bave  been  need,  indicate  the  general 
character  of  these  subjects: 

First  Sabieot—SpelUns.— Spelling  la  dictatM  br  the  eiHmineT.  The  wordi  ue  written  by 
the  competitor  In  the  bluik  apacea  todioted  on  the  fliM  (heetof  the  ezunin&tlOD.  All  wonb  Bhoald 
be  commenosd  with  oapiCal  lelten.  The  ezsmlner  pnxiouscee  Mcb  word  and  glTte  Ita  deflnltioD, 
The  oompetlWr  Is  required  to  write  only  the  won!  and  not  ita  deflniUon. 

Sugar:  A  aweet  ■ubaUnce  made  &oni  the  jnlce  Ol  the  n^u  oane.  Fledge:  aomethlng  glT«n  aa 
security.  Oaihier:  One  who  has  ehaiKO  of  money  In  a  bank.  I'lgare:  A  maik  represantiiig  a  Dum- 
ber. Canfi'v:  Conveying  or  trawporting  In  any  way.  BrttuUk:  The  meanire  from  side  to  dde. 
SItfel:  The  amount  of  paper  made  In  one  body  or  piece:  ai,  a  sheet  of  paper.  Eatity:  In  an  easy  man. 
ner.  J^VonMer.-  The  border  or  llmlU  of  a  eountry.  Fatienet:  The  state  or  quality  of  befng  patient. 
Ouett:  The  act  ol  snewlng:  aa,  toguewatone's  valght.  Thrtat:  The  act  ot  threatening:  aa,tomake 
a  threat.  Diamood:  A  pieclooa  gem.  ViM:  To  go  to  see;  an,  to  visit  a  friend.  Bepair:  To  mend  or 
make  oyer;  aa,  to  repair  clothes.  Ptr^lt:  Thet>ody  of  persona  composing  a  nation;  ai,  the  American 
people.  £e^r«.- To  be  in  need  of;  Bs,  to  require  money.  Orous.- Soft  animal  iat.  .Jiwimt.- To  reply 
to:  as,  toaniwera  letter.    Exist:  To  live:  as,  to  eilitin  poverty. 

Beoond  Bubjoot — Aritluuetlo.— In  solvliia:  problons  the  processes  should  be  not  metely 
Indicated,  but  all  the  figures  necesaxy  In  acdving  each  problem  should  begtyenln  fnll.  Theanswer 
to  each  problem  should  be  Indicated  by  writing  "Ans."  after  it. 

1.  (Tbli  question  will  conelBt  of  a  short  column  of  Bgurea  to  be  added.)  2.  Divide  2,106,568  by 
4,732.  8.  Multiply  8,«3  by  e08,  and  then  anbtraot  9S.7«.  4,  A  merchant,  who  apent  J225,  bought  85 
poundsof  batter  at  30  cents  per  pound,  61  barrels  of  apples  at  S2.25perbaiTel,  and  apeatthe  remainder 
for  coffee.  Bow  much  did  be  spend  for  cofleer  S.  During  the  month  of  August  450.000  btohels  o( 
wheat  were  shipped  from  a  certain  pfHt.  During  Bepteinbec  87.9E0  more  bushels  were  shipped  tlian 
.'  during  Augual.    What  was  the  total  number  of  boshels  shipped  in  the  two  montlia! 

Ttiird  S abject— lie tter  WEltlng.— The  competitor  is  permitted  to  write  on  either  ol  two 
Buhjecta  given.    The  following  subject  has  been  nsed; 

Write  a  letter  containing  not  less  than  100  words  stating  some  ol  the  advantages  now  derived  by 
mankind  from  the  art  of  printing.  Tlik  eicercjse  Is  designed  chiefiy  to  test  the  competitor's  skill 
In  simple  Engllah  composition.  In  rating  the  letter.  Its  errors  in  form  and  addrvea,  in  spelling,  e«pi. 
talizallon.  puuctuaUon,  syntax,  and  style,  and  Its  adherence  to  the  aubject,  will  be  considered. 

Fourtli  Subject— .penmftiiiaiilp.— The  rating  on  penmanship  will  be  determined  by  legi- 
bility, rapidity,  neatncsa,  and  general  appearance,  and  by  eorreetnesa  and  uniformity  In  the  forma- 
tian  of  words,  letters,  and  ptinctuntlon  marks  in  the  eiercIsB  of  the  filth  subject— copying  from  plain 
.  copy.   No  particular  style  of  penmanship  Is  preferred. 

Finn  Subject— Copying  trom.  nam  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and 
punctuate  precisely  as  In  the  copy.  All  omlBaions  and  mistakes  will  be  taken  into  conaideration  in 
TatlDg  thla  subject, 

liffikeaneJ^actvrHH^ii  aypy  oJlhifoUtneiiigt 

The  present  postal  policy  is  to  carry  newspapeia  in  some  cases  free,  and  in  alt  other  caaea  at  much 
lower  rales  of  postage  than  Is  charged  foi  letters:  the  one  being  for  the  public  weal,  while  the  other 
is  for  private  benefit.  If  the  tel^isph  becomes  a  part  of  the  service,  it  will  still  be  the  duty  of  the 
'  department  to  transmit  telegroma  for  the  press  at  much  lower  rates  than  for  private  individuals. 

BRIEF  OTJTUNE  OF  THE  KUI-ES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  soon  BE  practicable  after  an  examination,  the  papers  of  the  competitors  are 
rated  and  the  ayerf^  percentage  of  each  ascertained,  and  compet If  ors  notified  whether 
they  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating: 

BULSS  FOB  RATINQ  SFELLIKO.  FlOm  100 

deduct— 

1.  For  each  error  In  spelling  when  the  exercise  consists  of  10  words 5 

a.  For  each  error  in  capitalisation 1 

6.  For  each  failure  to  use  or  for  each  wrong  use  of  the  hyphen  and  for  each  improper  divi- 
sion Ola  word  into  a  compound  word  when  required  lobe  written  solid 3 
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1.  tW  tacti -wiaae  proaeaa,  producing:  Incorrect  result,  in  proportion  to  tbe  number  of  gtepa 

involved  and  gravity  of  error 10  to  100 

2.  For  decimal  error  and  (or  each  ernslon  of  ■decimal  or  Gonunon  traclion  leat 25 

5.  For  eacb  error  In  compatBtion  oiln  copjliig  from  tbe  printed  question  or  from  worK 10 

4.  For  minor  errota.  such  as  wrong  iadlcation  of  a  correct  proceea,  incorrect  or  inconslatent 

punctuation,  improper  use  of  Bymbole  of  designation,  Improper  or  incorrect  deeignatlon 

of  a  partial  or  final  result,  Blc 6  to  10 

6.  For  failure  10  show  work  as  required  in  solution  of  problems 25to  7B 

In  rating  Ibe  letter,  tta  OTOrB  In  farm  and  addma,  tn  fptillng,  capltatliaUon,  pnnctnstion.  irntai. 
and  style,  and  lis  adherence  to  and  treatment  of  the  Bubject  given  are  considered,  and  lis  value,  in 
the  judgment  of  the  examlnefs,  detemined  on  a  scale  ol  100. 

In  determining  tbe  rating  for  letter  writing  It  la  proper  for  the  eiaminer  to  be  gnlded  In  a  general 
my  by  the  lollovinK  schMxe:  Excellent.  K  to  90:  gi»li  M  (a  M-,  lair.  SO  ts  TO;  oidtnarr,  10  to  60; 
poor,  60  to  60;  very  poor,  GO  to  25;  practically  wortbleis,  25  to  0. 

BULEB  FOB  BLTDIO  fttPOBT  nmnNO. 

In  general.  In  addition  tj>  concisenef 
considered  in  rating  this  sobject  as  ai 
determined  upon  pracUoally  the  same 

Penmanship  is  nited  according  to  lis  value  on  a  scale  of  ICO.  In  determining  the  rating,  legibility, 
rapidity,  neatness,  and  general  appearance,  as  well  as  eorrectnesa  and  uniformity  in  the  formation  of 
worda,  letters,  and  punctuation  marks,  are  considered,  and  it  ia  proper  lor  examiners  to  bo  guld&l  In 
a  general  way  by  the  following  scheme:  Excellent,  90  to  S5;  very  good.  S5  to  SO;  good.  SO  to  lb;  ordi- 
nary. 76  to  71^  poor,  70  to  65;  lery  poor,  65  to  60;  below  the  grade  of  "  very  poor,"  50  to  10. 
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1.  For  each  word  or  figure  omitted,  repeated,  substltated,  or  improperly  inserted 

2.  For  each  error  In  spelltng.  for  each  ttanspodUon,  for  each  abbreviation  not  In  tbe  copy,  loi 

each  failure  to  capitaliie  according  to  copy,  for  each  failure  to  punctuate  according  t( 
copy,  for  each  failure  to  Indent  margin  as  in  copy,  for  each  error  Id  paragraphing,  am: 
tor  Irregularity  in  left-hand  margin - 

3.  For  each  mlsdl vision  of  a  word  at  the  end  olallne.  for  each  omiaalon  or  Improper  use  of  thi 

hyphen  in  dividing  a  word  at  the  end  of  aline,  for  each  word  altered,  Interlined,  or  can 

celed,  for  each  blot  or  minor  erasure,  if  not  neat 

i.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  charges  are  made  In  thi 
discretion  of  the  eiamlneis. 


deduot- 

1.  For  each  error  in  spelling  {only  one  charge  to  be  made  (or  the  repented  misspelling  of  the 

same  word  in  (lie  same  manneri;  for  each  error  in  syntA;t  (no  charges  to  be  made  for 
conaeqnentlal  errors) ;  lor  oacb  word  omitted.  Inserted,  or  suhstltuted  which  avoids  a  test 
or  causes  an  essential  change  In  meaning;  for  failure  to  write  any  transposition.  Inser- 
tion, or  tnelosure  as  Indicated;  for  resloriog  a  word  or  words  canceled  In  the  copy  (only 
Stobe  charged  for  restoring  any  group  of  words  canceled  together  in  copy);  for  each 
important  word  omitted  from  a  phrase  or  other  group  of  words 

2.  For  making  any  trauHposition  of  a  word  or  group  of  words  not  Indicated;  for  each  abbre- 

viation; for  Irregularity  In  left-hand  margin  (In  each  of  the  three  cases  indicated  accord- 
ing to  gravity  Of  error) 1  to 

S.  For  writing  part  of  theezerolse  and  then  commencing  again;  for  signing  name 

i.  For  each  change  In  tense  or  number  which  does  not  result  In  an  error  of  ayntai  or  radical 
change  in  meaning  (only  one  charge  to  be  made  for  a  consistent  sequence  of  changes); 
for  each  word  omitted.  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  test  or 
cause  an  essential  change  in  meaning;  foreaeherrorincapilaliiatlon,  punctuation,  inden- 
tation, paragraphing,  or  in  division  of  words;  lor  each  omission  of  the  hyphen  or  for 
placing  it  at  the  beginning  of  the  line  instead  of  at  the  end  of  the  preceding  line  (totiil 
charges  In  either  case  not  to  exceed  6);  lor  alenc«raphlc  periods  (only  one  charge  In 
exerelse);  for  each  blot,  each  word  interlined  or  canceled,  each  alteration  or  erasure  if 
not  neat  (not  more  tban  G  to  be  charged  for  any  one  Interlineation,  cancellation,  altera- 
tion, or  erasure);  tor  omitting  an  unimportant  word  from  phrases  or  other  groups  of 
words;  for  the  omission  or  Insertion  of  a  stroke  in  s,  letter 

B.  For  paraphrasing  the  language  of  tbe  text,  according  to  gravity  of  error 6  toll 
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In  ntlug  this  subject  each  answer  Is  Ts ted  In  the  judgment  at  the  eiamlnera  according  to  Its  value 
on  a  scale  o!  100. 

WbeD  the  question  requires  in  the  uiswer  a  specified  number  of  Statca.  citleti.  livera,  or  bodies  at 
walers,  etc.,  and  (he  answer  contains  a  greater  number  ihan  Is  required  by  the  question,  each 
incorrect  part  or  point  shall  be  charged  the  value  o£  a  required  part 


The  rating  on  this  subject  Is  lor  accuracy  onlj/.  A  charge  of  2  le  made  for  each  error  or  omission  in 
noting  the  errors  on  the  printed  shccl;  when  compared  with  the  correct  written  addresses  given.  The 
difference  between  the  sum  of  the  errors  thus  found  and  100  Is  the  rating  on  this  subject. 


In  rating,  each  answer  will  be  raled  in  tbe  judgment  ot  the  extuniDen  according  to  lis  vt 

When  the  question  requires  it 
given  includes  a  greater  numt 
required  part. 
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USE  THIS  BLANK  WHEN  WRITING  FOB  APPLICATION 
FORM. 

Persons  desiring  to  be  examined  for  any  of  the  positions  referred  to  in  thiB  pam- 
phlet should  first  read>careful]y  the  instructions  contained  in  the  pamphlet.  If  an 
exajnination  is  to  be  held,  the  blank  form  below  should  be  torn  off,  filled  out,  and 
mailed  to  the  district  secretary. 

FoitM  1372— Eeqneat 

Date, ,191    . 

Secrbtabt,  Sbcobd  Civil-Sbevicb  Disteict, 

Cantomkouse,  Nev  York,  N.  Y. 
Please  mail  to  the  address  given  below  application  form  No ,  in  order  that 

I  may  take  the  following-named  esamination 

Signature, 

Nomberand  street, 

Post-office, 


State,  . 
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(c)  The  followii^-named  positions  ia  certain  field  branches  of  the  service: 

PBse-  Page. 

Offle*  depDtr  rnitcd  8t*t«a  nvshsl.  aod  Foctge  muter  md  HimstraiM,  Quartemus- 

Uw  clcrk-il«ni«T>ptcr-tni«intt«r,   Da-  ter  Corps M 

putment  of  Justice IS  MMbinical     appientlce     driftama>    and 

PorMt  cl«rk«  Forest  Serrtce. _       10  «oprlHt  draftflmam,  Eii^liieer  Department 

Field  dark,  Reclamatloa  Service lA         aCXarge IS 

Additional  positions  may  be  included  in  the  Sixth-District  organization  when  th« 
conditions  of  the  service  make  such  additions  desirable  and  practicable. 

4.  All  civil-service  work  pertaining  to  the  positions  named  in  section  3  is  ander 
the  direction  of  a  district  secretary,  subject  to  the  supervision  of  the  United  Btaiea 
Civil  Service  Commission.  The  address  of  the  district  secretary  is,  "Secretary,  Sixth 
Qvil-Serrice  District,  Cincinnati,  Ohio." 

5.  For  information  concerning  vacandes  and  salaries  of  podtions  in  any  Federal 
otSce,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  att  positions  covered  by  this  publication  are  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion. 
Examinations  are  open  to  all  citizens  of  the  United  States  who  comply  with  the 
requirements.  Persons  who  wish  to  take  any  of  the  examinations  described  should 
follow  the  directions  contained  in  this  pamphlet.  In  writing  for  application  forma 
or  for  information  the  name  of  the  examinataon  desired  should  always  be  stated. 
The  application  form  when  received  should  be  carefully  filled  out  in  accordance 
vith  the  instructions  printed  thereon  and  muled  without  delay  to  the  Secretary, 
Sixth  Civil-Service  District,  Cincinnati,  Ohio.  If  the  application  is  received  by  the 
district  secretary  within  the  time  prescribed  for  the  receipt  of  applications,  and  the 
applicant  is  found  to  be  entitled  to  the  examination  requested,  a  cord  will  be  sent 
to  him  in  ample  time  to  admit  him  to  the  examination  if  a  mental  test  is  required. 
If  an  average  percentage  of  70  or  more  is  attained  in  the  examination  (65  or  more 
in  the  case  of  persons  honorably  discharged  from  the  United  States  military  or  naval 
service  /or  disabUUy  inewnedin  the  line  of  dvig)  the  applicant  becomes  an  "eligible" 
(that  is,  eligible  for  appointment  when  reached  in  the  order  of  bis  standing)  and 
his  name  is  placed  on  a  "register  of  el^bles."     (See  p.  19.) 

7.  A  laige  number  of  communications  are  rec^ved  in  which  the  writers  fail  to 
^ve  their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed. 
Applicants  should  see  that  their  names  are  plainly  and  correctly  written  and  their 
post-office  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applica- 
tions fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage 
attached.  Ueoally  at  least  4  cents  is  required.  It  is  not  necessary  to  inclose  postage 
stamps  in  order  to  secure  a  reply  from  the  district  secretary. 

PERSONS  WHO  8HAIX  NOT  BE  EXAMINED.' 

8.  Anyofthefollowing  shall  be  sufficient  canse  for  excluding  a  person  from  exami- 
nation: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See sec.  24.) 

(£)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limitation.     (See  sec.  21.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis,  epi- 
lepsy, blindness,  loss  of  both  arms  or  both  legs,  loss  of  arm  and  leg,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  uncompensated  valvular  disease  of  the  heart, 
locomotor  ataxia,  cancer,  Bright's  disease,  diabetes,  or  is  otherwise  physicall; 
disqualified  for  the  service  which  he  seeks. 

(d)  That  he  b  addicted  to  the  habitual  nse  of  intoxicating  beverages  to  excess. 
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(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
pennission  for  his  esamination  from  the  Secrebu?  of  War  or  the  Secretary  of  the 
Navy,  respectively.     (Written permiaaion  must  be  filed  with  thefonus!  application.) 

{/)  That  he  has,  within  approiimately  one  year,  passed  the  same  eiamination 
for  which  be  ^ain  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taJken  one  annnal  examination,  desire  to  take  the  next  aoiinal  examini 
although  a  fall  year  may  not  have  elapsed. 

{g)  That  he  has  been  dismisaed  from  the  Federal  service  for  delinquency  or  mi 
dnct  within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an  appli- 
cation will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed  from 
the  service  rests  with  the  Commission,  and  each  case  of  this  character  will  be  con- 
sidered on  its  individual  merits. 

(h)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  posi> 
tion  for  which  he  ^^n  applies  within  one  year  from  the  date  of  the  expiration  of 
his  probationary  service.    (See  sec.  161.) 

(t)  Thatbe  has  made  a  false  statement  in  his  application,  or  has  been  guilty  of  fraud 
or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has  been 
guilty  of  crime  or  infamous  or  notoriously  di^raceful  conduct. 

{j)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  serviceof 
the  United  States. 

DEAF-MUTES. 

9.  The  President  on  April  7,  1909,  issued  the  following  order  in  regard  to  the 
admission  of  deaf-mutes  to  civil-service  examinations; 

fieaf-mates  msy  b«  admitted  lo  examlnatloiu  for  all  ptacea  la  tbe  cIssdBed  civil  service  ot  the 
United  SCatea  whoae  duties,  Id  the  opinion  of  the  heftda  of  the  several  eiecutive  departmenls,  they 
may  be  coaaideied  capable  of  performing,  and  each  department  will  iDmieh  to  the  Ovll  Senlce  Com- 
mlnlon  a  liet  of  nicb  poiticlons,  which  liet  aliall  not  be  ctumged  nlthout  prevloiui  notice  to  the 
CommisaloD  and  io  accordanee  with  which  tbe  CommlMlon  ahall  certlly  or  withhold  Irom  eertiflca- 
tlon  deaf-mutes  as  the;  are  reached  In  their  order. 

Form  1786,  containing  a  listof  examinatdona  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  request. 

PREFEEENCE  IN  APPOINTMENT. 

10.  Section  1754  oftheBevieedStatutesprovidesthat  persons  honorably  discharged 
from  the  military  or  naval  service  bt/ reason  of  dUabHity  remUing  from  wounds  recalled 
or  skbneiB  incurred  in  the  line  of  duty  shall  be  preferred  for  appointmenta  to  the  civil 
offices,  provided  they  are  found  to  possess  the  business  capacity  necessary  for  the 
proper  discharge  of  the  duties  of  such  ofiices.  A  person  who  has  been  allowed 
preference  by  the  Commission  has  tbe  following  advantages:  (a)  He  is  released  from 
all  age  limitations;  (6)  he  has  to  attain  an  averts  percentage  of  only  65  to  be 
el^ble,  while  forall  others  the  average  percent!^  required  is  TO;  (c)  having  attained 
an  average  percentage  of  65,  bis  name  is  placed  on  the  register  above,  and  is  certified 
before,  those  of  persons  who  have  not  been  allowed  preference;  and  (d)  he  is  released 
from  the  law  and  rules  relating  to  apportionment  of  appointments.  (Appointments 
outside  of  Washington,  D.  C.,  are  not  apportioned.)  If  on  the  same  register  the 
names  of  more  than  one  preference  claimant  appear,  the  name  of  the  claimant  having 
tbe  highest  average  percentage  will,  of  course,  head  tbe  list.  Preference  under  this 
section  does  not  apply  to  promotion  examinations  or  to  examinations  for  tbe 
Philippine  Service. 

OTHER  GENERAL  INFORMATION. 

11.  A  person  holding  s  classified  position  will  not  be  permitted  to  compete  in  on 
examination  of  the  same  kind  as  that  given  for  the  position  occupied  or  of  tbe  kind 
which  resulted  in  appointment  to  the  service  until  after  three  years  from  the  date 
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of  appointment:  Prtmidtd,  That  thie  Kgulation  aliall  not  apply  to  any  peraon  wlio 
has  been  examined  for  and  appointed  to  the  Field  Service  and  deairee  to  be  examined 
for  the  Departmental  Service  at  Waahington,  B.  C.,  the  Isthmian  Canal  Service,  or 
the  Philippine  Service,  and  vice  versa:  Prooided  further,  That  this  regulation  ehall  not 
apply  to  any  person  who  ia  to  be  dismissed  from  the  service  within  the  three-year 
limit  on  account  of  necessary  reduction  of  force  and  who  has  not  been  examined 
within  approximately  one  year  from  the  date  of  the  examination  to  which  such 
person  seeks  entrance.  It  is  not  neceeeary  for  a  person  to  resign  a  Government  ptni- 
tion  in  order  to  take  an  examination  for  a  poeition  of  a  kind  different  from  that 
occupied  and  of  a  kind  different  from  that  which  resulted  in  appointment  to  the 
service. 

12.  Many  appUcante  fail  to  execute  their  applications  properly  or  fail  in  the  exam- 
inations not  because  of  a  lack  of  knowledge  but  through  haste  and  carelessness  in 
reading  and  interpreting  questions  and  in  writing  the  answers.  In  fiilit^  out  the 
application  great  care  shonid  be  exercised  to  comply  with  every  requirement.  In 
the  examinations,  while  competitors  must  complete  their  work  within  a  preecribed 
period,  the  time  allowed  is  ample  for  the  careful  consideration  of  every  question 

13.  Under  secUon  S8  of  the  Criminal  Code  of  the  tToited  States  any  false  statement 
in  an  applicaUon,  alteration  of  a  voocher  or  certlflcate,  or  the  piesentatton  to  the 
Conuulssion  of  a  paper  containing  such  false  statement  or  alteiatiDn,  is  a  violation  of 
the  law.  A  number  of  persons  gailtj  nnder  the  statnte  mentioned  have  been  convicted. 
The  tTniled  States  Supreme  Court  has  held  that  It  is  not  essential  to  charge  or  prove  an 
actual  financial  or  property  loss  to  make  a  case  of  defrauding  the  United  States  under 
the  statute. 

14.  The  time  of  filing  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  raster  ahead  of  the 
other.  It  is  therefore  advisable  for  applicants  to  file  their  applications  as  soon  as 
possible  after  the  receipt  of  the  blank  application  forms. 

15.  A  request  for  a  change  in  the  place  at  which  an  applicant  wiEhes  to  be  examined 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  beforo  the 
date  set  for  the  close  of  the  receipt  of  appHcatioos;  otherwise  no  change  will  be 

16.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, shonid  keep  the  district  secretary  informed  of  any  cliange  of  post-office 
address.  Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A 
request  to  have  an  address  changed  should  be  made  in  writing,  should  relate  only 
to  the  change  in  address,  and  should  indicate  the  kind  and  date  of  the  examination 
taken,  and,  if  educational,  the  place  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitois  ore  notified  of  their  averages  as  soon  aa  the  rating  of  their  papers  is  com- 
pleted. Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the 
Commission  to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  snch  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The 
Attorney  General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
members  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil- 
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Bervice  act  the  CommiBmon  is  anthoiized  and  leqnired  to  withhold  from  certiflcation 
the  name  of  any  other  member  of  ench  familj.  If,  on  inspection  of  an  application 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are 
in  the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise 
eligible,  but  his  name  will  not  be  certified  for  appointment  bo  long  as  two  or  more 
members  of  hie  family  are  in  the  service. 

20.  A  person  shown  hy  his  application  not  to  have  more  than  one  member  of  his 
(amily  employed  in  the  service,  and  who  is  therefore  apparently  eligihle  for  cer- 
tiflcatjon  and  appointment,  may  become  ineligible  tliroogh  the  appointment  of  other 
members  of  his  family  subsequent  to  the  filing  of  his  application.  Every  eligible 
must  therefore  promptly  inform  the  district  secretary  when  any  additional  members 
of  hie  family  are  appointed  to  the  classified  eervice,  and  he  is  warned  that  if  he 
fails  to  thus  notify  the  district  secretary  and  there  results  a  tender  of  appointment 
which  he  accepts,  his  appointment  will  be  ill«^  if  two  members  of  his  family  are 
then  employed  in  the  classified  service,  and  any  expense  incurred  in  reporting  fof 
duty  or  otherwise  will  be  at  his  own  risk. 

21.  When  age  limitations  are  preecribed  in  coimection  with  an  esaminatiOD  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  thereof  he  has  reached 
or  passed  a  certain  prescribed  age  and  ia  under  a  certain  prescribed  age.  For 
example,  when  the  period  of  el^ibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years  he  will  be  admitted  to  examination  if  on  the  datetbereof  he  baa 
reached  his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  his  fortieth  birthday.  (Seeeec.  8{6).)  Tbeagelim- 
ite  for  all  examinations  are  waived  in  the  case  of  persona  honorably  discharged  from 
the  United  States  military  or  naval  service  by  reatonofditabUUj/regultingfromwoundt 
received  or  mctncM  incurred  tn  the  line  of  duty.     (See  sec.  10. ) 

22.  The  Commission  will  close  the  distiibtition  or  receipt  of  applications  for  any 
examination  when,  in  its  jodgment,  a  sufficient  number  have  been  distributed  or 
received. 

23.  If  the  needs  of  the  service  make  such  action  desirable,  the  Gonuniseion  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  can- 
celed persons  who  have  applications  on  file  will  be  notified.  In  case  of  postpone- 
ment notice  of  the  date  on  which  the  examinatioD  is  to  be  held  will  be  sent  as  soon 
as  the  date  is  determined. 

24.  All  applicants  must  make  oath  in  their  applications  to  their  United  Slates  citi- 
zenship or  allegiance.  In  the  case  of  a  foreign-born  citizen,  citizenship  mnst  be  fully 
proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant'a  final  certificate  of  naturaUzation  must 
be  eubnutted.  If  the  certificate  ia  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  applicant'e  identity  by  submitting  the  affidavits  of  two  disinterested  dti- 
zens  to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate 
was  issued. 

(6)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affida- 
vits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
BO  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  evidence  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted. 

{d)  If  natntaJized  by  marriagetoanative  American  citizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
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the  husband  (the  name  to  correspond  to  that  shown  in  mamat<e  certificate)  is  anative 
citizen.  Snch  affidavits  should,  if  possible,  show  place  and  date  of  the  husband's 
birth. 

(e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  famish  affidavits  of  two  disintereeted  cltisens 
to  the  facte  as  claimed.  If  the  pt^nts  are  naturalized  citizens,  their  citizenship  must 
be  proved  aa  in  (6)  above 

(/)  It  the  applicant  has  been  honorabij  diacharged  from  the  R^:alar  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  Statee,  be 
may  be  admitted  to  citiienahip  upon  filing  petition  with  the  propercourt,ae  provided 
by  section  2166,  Revised  Statutes. 

Ig)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corps  after 
one  enlistment,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  08  provided  by  28  Statutes  at  lai^,  pa^  1 24. 

25.  An  application  from  a  forelgn-bom  p^'son  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
dtdzen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  issued  them,  or,  if  tbe  records  of  the  court  are  destroyed,  a  new  certificate 
should  be  obtained. 

26.  Whenever  a  person  has  filed  with  tbe  Commission  proof  of  citizenship  in  con- 
nection with  an  application  tor  examination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  but  be  should  atat«  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 
citizenship. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

27.  The  Commission  has  no  connection  with  any  civil-serrice  school  or  institute 
doing  business  by  correspondence  or  otherwise,  and  has  no  information  to  famieh 
in  regard  to  such.  Eepreeentativesof  scboolsare  not  permitted  to  inspect  theezami- 
nation  papers  of  competitors.  Authentic  information  in  regard  to  examinations  may 
be  obtained  only  from  tbe  United  States  Civil  Service  CommisHion  or  tbe  district 
secretary  and  without  c(»rt  The  Commission  is  in  no  way  responsible  for  any  state- 
ments contained  in  the  advertisements  of  such  schools. 

FIRST,  SECOND,  ANB  THIRD  GRADE  EXAMINATIONS. 

28.  For  positions  in  field  branches  of  tbe  service  which  require  a  mental  test  but 
do  not  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
difficulty  are  held,  namely; 

Rrst-grade,  or  clerical, 
Second^rade,  or  minor  clerical. 
Third^frade,  or  subclerical. 

29.  El^bles  on  the  first  and  third  grade  registers  will  be  certified  for  filling  vacan- 
cies as  they  may  oconi  in  any  branch  of  the  Field  Service  in  positions  covered  bythe 
grade  of  examination  they  have  passed.  (See  regnlatlonB  governing  certificatiDns, 
page  IS.)  Applicants  for  tlie  first  and  third  grade  examinatlonB  shoxUd  therefore 
a^lyfor  ^'all  services"  in  their  applicationE,  unless  there  are  one  or  more  senrloes 
in  which  tliey  will  not  accept  appointment.  In  this  event  Qiey  should  speolfioally 
enumerate  in  their  applications  the  services  In  which  appointment  is  NOT  desired 
in  order  that  theii  names  may  not  be  certified  tor  those  services.  The  second- 
grade  examination  is  given  for  the  positions  of  clerk  and  oarrier  in  the  Pi>st<Offlce 
Service,  and  seldom  for  any  other  positions. 
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30.  Changes  in  the  grade  or  place  of  examination  will  be  made  only  upon  request 
in  writing  received  prior  to  the  date  eet  for  the  cloee  of  the  receipt  of  applications. 
A  request  for  a  change  in  the  designation  of  the  services  in  which  employment  is  or 
is  not  desired  must  be  made  in  writing,  or  no  change  will  be  made. 

31 .  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
date,  or  durii^  the  same  aeries  at  examinations. 

THB  FIR8T-OBADE,  OR  CLERICAI.,  EXAMIKATIOIf. 

(For  description  of  examination,  sample  questions,  et«.,  see  p.  22.) 

32.  The  minimum  age  limit  for  admission  to  this  examination  is  13  years,  there 
being  no  maximum  age  limit;  but  no  person  under  21  years  of  age  on  the  day  of 
examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper,  ganger, 
or  storekeeper-gauger  in  the  Internal-BeTenue  Service;  and  no  pereon  under  21  or 
more  than  45  years  of  age  on  the  day  of  examination  will  be  eligible  for  appointment 
as  day  inspector  or  assistant  weigher  in  the  Customs  Service,  or  to  any  poeition  in 
that  service  whose  duties  are  partly  those  of  inspector. 

33.  Application  Form  1371  is  required. 

34.  This  examination  is  given  for  the  poritionB  of  assistant  weigher,  day  inspector, 
clerk,  inspectresa,  cashier,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and 
sampler  (general  merchandise),  in  the  Customs  Service;  clerk,  office  deputy  collec- 
tor, division  deputy  collector,  ganger,  storekeeper,  and  storekeeper-gai^r,  in  the  In- 
ternal-Revenue Service;  the  position  of  office  deputy  United  States  marshal;  and 
clerical  positdona  requiring  similar  qualifications  (not  requiring  special  or  technical 
knowledge)  tn  the  services  named  and  other  field  branches.  Pereons  desiring  exami- 
nation for  any  of  these  positions  should  apply  for  the  "First-Grade,  or  Clerical," 
examination. 

36.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
the  following-named  places,  except,  where  the  number  of  eligiblea  on  the  register  in 
~  "  -      -  -  -  j^  jjj^  examination  for  that  place 

wiUb 


is  sufficient  to  meet  the  needs  of  the  at 
e  postponed  until  the  next  year: 


Ashland,  Ky.  Frafakfort,  Ky.  Owensboro,  Ky. 

Ashtabula,  Ohio.  Hopkinsville,  Ky.  Paducah,  Ky. 

Athens,  Ohio.  Indianapolis,  Ind.  Fainesville,  Ohio. 

Bloomington,  Ind.  Ironton,  Ohio.  Portsmouth,  Ohio 

Bowlii^  Green,  Ky.  Lafayette,  Ind.  lUchmond,  Ind. 

Canton,  Ohio,  Lawrenceburg,  Ind.  Bichmond,  Ky. 

Cincinnati,  Ohio.  Lexington,  Ky.  Sandusky,  Ohio. 

Chillicothe,  Ohio.  Lima,  Ohio.  Sonth  Bend,  Ind. 

Cleveland,  Ohio.  Lorain,  Ohio.  Steubenville,  Ohio. 

ColnmbuE,  Ohio.  Louisville,  Ky.  Terre  Haute,  Ind. 

Oonneaut,  Ohio,  Mansfield,  Ohio.  Toledo,  Ohio. 

Covington,  Ky.  Marietta,  Ohia  Valparaiso,  Ind. 

Danville,  Ky.  Marion,  Ind.  Vincennes,  Ind. 

Dayton,  Ohio.  Mayaville,  Ky.  Youngstown,  Ohio. 

Evansville,  Ind.  Middlesboro,  Ky.  Zanesville,  Ohio. 

Fort  Wayne,  Ind.  New  Albany,  Ind. 

36.  Application  blanks  may  be  secured  betvieen  the  Igl  of  October  and  the  td  of 
Janvary,  either  from  the  local  secretaries  at  the  post  ofiBcea  in  the  cities  named 
(except  Cincinnati,  Ohio)  or  from  the  Secretary,  Hxtb  Civil-Service  District,  Cincin- 
nati, Ohio.  To  receive  consideration  for  the  February  examination  applications 
must  be  filed  with  the  district  secretary  at  Cincinnati  no(  later  than  the  hour  of  cUmns 
buiiattt  on  JanuaTy  S.  Applications  received  after  the  time  specified  tIU  not  be 
accepted. 
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37.  Should  it  become  neceasary,  to  meet  the  needs  of  the  eervioe,  to  hold  examin*- 
tioDB  at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annual  examination  in  February,  due  announcement  of  such  extra  examinationa 
will  be  made. 

38.  A  person  who  has  passed  the  first-grade  examination  for  the  FieldService  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  baa  passed,  even  though  he  desires  to  enter  the  exam- 
ination in  another  city.  (See  sec.  8  {/).)  A  person  who  fails  in  the  ezamioation 
may  take  the  next  examination,  r^ardless  of  the  time  intervening. 

THE   SECOND- OB ADI:,   OR    MtNOR    CIiERICAL,   EXAMINATION. 

( For  description  of  examination,  sample  queetionH,  etc. ,  see  pp.  22  and  24. ) 

39.  This  examiiMtion  is  given  for  the  positionB  ot  clerk,  and  carrier  for  city  delivery, 
in  the  Post-Office  Service,  and,  infreqaeutly,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  examinations  for  the  Poet-Office  Service  is 
contained  in  a  separate  pamphlet,  Form  1898,  a  copy  of  which  may  be  obtained  by 
addressing  the  Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio.     (Seep.  9.) 

40.  Should  vacanciee  occur  in  minor  clerical  positions  in  field  branches  of  services 
Other  than  the  Fost-Office,  they  will  be  filled  by  examination  consisting  of  the  sec- 
ond-grade subjects  as  shown  on  pa^  22,  omitting  the  test  in  readii^  addresses,  and 
with  the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examina- 
tiona  will  be  held  only  when  eli^bles  are  needed  and  will  be  duly  announced. 

l-HE  THISD.QRASE,  OR  SPBCLERICAL.  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  pp.  22  and  26.) 

41.  The  minimum  age  limit  for  this  examination  is  18  years;  thei«  is  no  maximum 
age  limit. 

42.  Application  aud  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required, 

43.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  and  night 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer 
(or  skilled  laborer) ,  and  all  positions  requiring  similar  qnalifications  in  the  service 
named  and  other  field  branches.  (Specific  information  concemiog  examinations  for 
the  positions  of  elevator  conductor  and  messenger  boy  will  be  fomid  on  p.  17.) 
Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  positions,  except 
elevator  conductor  and  meesei^r  boy,  should  apply  for  the  "Third-Grade,  (t 
Subclerical,"  examination, 

44.  The  term  "skilled  laborer,  "or  "classified  laborer,  "as  here  used,  is  not  intended 
to  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  skilled 
labor.  In  the  present  meaning,  a  skilled  laborer  is  one  whose  duties  are  general 
or  miscellaneous,  below  those  of  the  clerical  grades  and  above  the  grade  ot  mere 
manual  labor. 

45.  The  third-grade  examiuation  will  be  held  annually  on  the  first  Saturday  in 
February  &t  the  following-named  places,  except,  where  the  number  of  eli^bles  on 
the  roister  in  any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination 
for  that  place  will  be  postponed  until  the  next  year: 

Cincinnati,  Ohio.  Columbus,  Ohio.  Louisville,  Ky. 

Cleveland,  Ohio.  Indianapolis,  Ind.  Toledo,  Ohio. 

46.  Apphcation  blanks  may  be  secured  bdwtxn  ike  let  of  October  and  (ht  td  of 
Jarmary,  either  from  the  locsal  secretaries  in  the  cities  named  (except  Cincinnati, 
Ohio)  or  from  the  Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio.  To 
receive  consideration  for  the  February  examination  applications  must  be  filed  with 
tbe  district  secretary  at  Cincinnati  not  later  than  the  hour  of  doting  busineis  on  Jana- 
ary  S.    Applications  received  after  the  time  specified  will  not  be  accepted. 
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47.  Women  will  not  be  admitted  to  the  anDoal  tliird-gnide  examination.  Should 
vacancies  occur  in  ttiird-grade  podtione  for  wliich  female  eligibles  are  desired, 
examinationa  will  be  duly  annomiced. 

4S.  Should  it  become  necessary,  to  meet  tlie  needs  of  tbeservice,  to  hold  examina- 
tions at  any  of  the  places  named  in  eection  45  or  other  places  on  dates  other  than  that 
of  the  annoat  examination,  dne  announcement  of  such  extra  examinataone  vill  be 
made. 

49.  A  person  who  has  pafised  the  third-grade  examination  for  the  Held  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the 
examination  in  another  city,  (See  sec.  8  (/). )  A  person  who  fails  in  the  examine- 
tion  may  take  the  next  examinatJon,  regardless  of  the  time  intervening. 

60,  Applicantslor  the  third-grade,  oraubclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

61.  Male  applicants  for  the  third-grade,  or  subclerical,  examination,  upon  thdr 
reqaeet  at  the  lime  of  takmg  the  mental  examination,  may  take  the  strength  test 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists 
in  lifting  and  shouldering  125  pounds  weight.  It  they  pass  the  strength  test  in 
addition  to  the  subclerical  examination,  it  will  be  noted  on  the  skilled  laborer  rois- 
ter as  in  the  nature  of  a  quaUfication.  If  an  appointii^  officer  requests  certifica- 
tion from  the  third-grade  register  of  those  persona  capable  of  performing  heavy 
manual  labor  connected  with  a  subclerical  position,  certification  will  be  made  from 
the  skilled  laborer  register  of  eligibles  standing  highest  in  the  educational  examina- 
tion who  have  also  passed  tbe  strength  test. 

POST-OFFICE  SERVICE. 

52.  The  second-grade,  or  minor  clerical,  examination  is  given  for  the  positions  of 
clerk,  and  carrier  for  city  delivery,  in  the  Post-Office  Service.  (For  description  of 
examination,  sample  questions,  etc.,  see  pp.  22  and  24. )  Complete  information  con* 
cemii^  applications  and  e:(aminations  for  and  appointments  in  this  service  is 
contained  in  Form  189S  (Instructions  to  Applicants,  Post-Office  Service),  which  may 
be  had  by  addressing  a  postal  card  to  the  Secretary,  Sixth  Civil-Service  District, 
Cincinnati,  Ohio. 

63.  Applicants  must  have  reached  their  eighteenth  birthday,  but  not  their  forty- 
fifth  birthday,  on  the  date  of  the  examination.  The  age  limitsare  wiuved,  however, 
in  the  case  of  persons  honorably  discharged  from  the  military  or  naval  service  bs 
Teagoa  of  ditabUity  reeolting  from  wounds  received  or  sickness  incurred  in  line  of 
duty.    Such  persons,  however,  must  meet  the  physical  requirements  prescribed. 

54.  Examinations  for  flrat-claaa  post  offices  are  held  on  the  first  Wednesday  or 
Saturday  of  November  of  each  year,  if  the  needs  of  tbe  service  so  require.  Applica- 
tion blanks  for  these  examinations  are  distributed  and  applications  rec^ved  between 
July  1  and  October  1. 

55.  Examinations  for  second-class  post  ofiicee  are  held  only  when  eligiblee  are 
needed.  Due  announcement  of  such  examinations  is  made,  and  application  blanks 
are  not  distributed  nor  applications  received  until  examinations  are  announced. 

66.  It  is  the  policy  of  tbe  Poat^Office  Department  to  fill  vacancies  occurring  in  the 
position  of  asfdstant  postmaster  in  first  and  second  class  post  offices  by  the  promotion 
or  transfer  of  competent  persons  already  employed  in  the  service.  When  they  are 
not  so  filled,  appointment  is  made  from  the  same  examination  as  that  for  clerk  and 
carrier;  but  a  person  who  is  under  21  years  of  i^  on  tbe  day  of  examination  will 
not  be  eligible  for  appointment  as  assistant  postmaster. 

57.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
bmnd  on  page  15;  unskilled  laborer,  page  19. 
6»149°— 6th  Dist.— 13 2 


),.vGoo<^Ic 


INTERNAL-REVENUE  SERVICE. 

68.  The  firetgrade,  or  clerical,  examinatioQ  is  ^vea  for  poeitionB  in  this  Berrice  as 
follows :  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  etorekeeper-gauger. 

59.  The  position  of  meesenger  in  this  service  and  other  positi-ons  reqoiruift  mmilar 
qualificatioDB  are  filled  from  registera  established  as  a  resnlt  of  the  third-grade,  or 
sabclerical,  examination. 

60.  Appliccmls  forjintor  third  grade  examination»  should  not  t^pply  for  tptcijic  pon- 
tiota.     {See  «ca.  S8,  S9,  34,  and  43.) 

61.  Pereons  who  pass  the  examination  held  at  the  foUowing-iuuned  places  will 
be  eligible  for  appointment  in  the  Intemal-Revenne  Service  in  the  internal-revenue 
district  in  which  such  piacee  are  located,  as  indicated  below : 

The  First  Intemal-Bevenue  District  of     The  Bisth  Internal-Revenue  District  of 


Ohio: 

Cindnnati,  Ohio  (Headquarters). 

Dayton,  Ohio. 
The  Tenth  Internal-Revenue  District  of 
Ohio: 

Lima,  Ohio. 

Sandnskv,  Ohio. 

Toledo,  Ohio  (Headquarters). 
The  Eleventh  Internal-Revenue  Diatrict 
of  Ohio: 

Athens,  Ohio. 

Chillicothe,  Ohio. 

Columbus,  Ohio  (Headquarters). 

Ironton,  Ohio. 

Marietta,  Ohio. 

Portsmouth,  Ohio. 

Zanesville,  Ohio. 
The  Ei  ghteeuth  Internal-Revenue  District 
of  Ohio: 

Ashtabula,  Ohio. 

Canton,  Ohio. 

Cleveland,  Ohio  (Headquarters). 

Conneant,  Ohio. 

Lorain,  Ohio. 

Mansfield,  Ohio. 

I^nesville,  Ohio. 

Steubenville,  Ohio. 

Youngtitown,  Ohio. 
The  Sixth  Internal-Revenue  Diatrict  of 
Indiana: 

Bloom  ington,  Ind. 

Fort,  Wayne,  Ind. 

Indianapolis,  Ind.  (Headquarters). 

Lawrencebuig,  Ind. 

Marion,  Ind. 


Indiana — Continued. 

Richmond,  Ind. 

gonth  Bend,  Ind. 

Valparaiso,  Ind. 
The  Seventh  Intemal-Revenne  District 
of  Indiana: 

Evansville,  Ind. 

Lafayette,  Ind. 

New  Albany,  Ind. 

Terre  Haute,  Ind.  (Headquarters). 

Vincennes,  Ind. 
The  Second  Internal-Revenue  District  of 
Kentucky: 

Bowling  Green,  Ky, 

Hopkinsville,  Ky. 

Owensixiro,  Ky.  ( Headquariers). 

Paducah,  Ky. 
The  Fifth  Internal-Revenue  District  of 
Kentucky: 

Frankfort,  Ky.' 

Louisville,  Ky.  (Headquarters). 
The  Sixth  Internal-Revenue  District  of 
Kentucky: 

Covington,  Ky.  (Headquarters). 
The  Seventh  Internal-Revenue  District 
of  Kentucky: 

Ashland,  Ky. 

Frankfort,  Ky.' 

Lexington,  Ky.  (Headquarleie). 

Mayeville,  Ky. 
The  Eighth  Internal-Revenue  District  of 

Kentucky: 
.     Danville,  Ky.  (Headquarters). 

Middleeboro,  Ky. 

Richmond,  Ky. 


■PeisoaB  pBaaiDg  the  examination  held  at  PranliCort,  Ky.,  will  be  eligible  tor  appoinmeal  tu 
pDHitloDB  In  the  TnteniBl- Revenue  Sorvioe  In  either  the  FifUi  Kentookf  (or  LooiavUle)  Diatrict,  or 
tiie  SerenCh  Eenlneky  (or  Lexington)   DiBtrict.    Applicattcma  muaC  indicate  in  which  (UniiGl 
employment  is  aaught 
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65.  Btoiekeepers  and  gaogera  whose  coi^wnsatiou  doee  not  exceed  $3  per  diem 
when  actually  employed,  uid  whose  aggK^te  compensation  does  not  esceed  K>00 
per  tumnm,  are  not  subject  to  competitive  examination. 

63.  The  minimum  age  limits  for  examinationa  for  this  service  are  as  follows: 
Deputy  collector,  storekeeper,  gauger,  and  storekeeper-ganger,  21  years;  other  posi- 
tions, 18  years.    There  are  no  maximam  limits. 

64.  For  description  of  first  and  third  grade  ezaminations,  seepages  22  and  26;  for 
date  of  annual  examinations,  see  Bectione  35  and  45.  Information  concerning  stenog- 
rapher and  typewriter  examinations  is  given  on  page  15.  For  additional  informa- 
tion concerning  certification  and  eligibility,  see  page  19, 

CUSTOMS  SERVICE. 

66.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows :  Assistant  weigher,  day  inspector,  clerk,  cashier,  inspectreea,  storekeeper 
(classed  as  clerk),  deputy  officer,  gauger,  aad  sampler  (general  merchandise). 

66.  There  are  no  positions  in  the  Customs  Service  in  the  Sixth  Civil-Service  Dis- 
trict which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

67.  Thethird-grade.orsubclerical.examinallonisgiven  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  meesenger,  watchman,  and  classified  laborer. 

68.  Applicants  for  first  ot  third  grade  examinO^ant  ihmjXd  not  apply  for  ipeiAfic  pod- 
Uont.     (See  sees,  gs,  S9,  S4,  and  4S, ) 

69.  As  provided  in  section  35,  first-grade  examinationB  will  be  held  annually. 
From  the  resulting  registers  certification  will  be  made  foe  filling  vacancies  occurring 
in  customhouses  in  the  following-named  cities; 

Ashtabula,  Ohio.'  Dayton,  Ohio.  Paducah,  Ky. 

Cincinnati,  Ohio.  Evansville,  Ind.  Paineeville,  Ohio.' 

Cleveland,  Ohio.  Indianapolis,  Ind.  Sandnsky,  Ohio. 

Columbus,  Ohio.  Lor^n,  Ohio.'  Toledo,  Ohio. 

Conneaat,  Ohio.'  Louisville,  Ky. 

Third^rade  exanunations  will  be  held  annually  in  many  of  the  cities  named 
above,  as  provided  in  section  45. 

70.  The  scope  and  chuwiter  of  examinations  for  positions  such  as  chief  or  prin- 
cipal deputy  at  Cincinnati  or  Cleveland,  assayer,  examiner,  and  weigher,  will  be 
made  known  only  when  examinations  are  announced.  Examinations  of  this  kind 
are  held  only  when  a  vacancy  exists  and  will  be  duly  announced. 

71.  The  examination  for  opener  and  packer  will  consist  of  the  thirdijrade,  or  snb- 
clerical,  subjects,  with  a  weight  of  40  per  cent  (see  p.  22);  training,  experience, 
and  fitness,  60  per  cent.  Credit  will  be  given  for  experience  in  opening  and  packing 
general  merchandise,  and  special  credit  will  be  given  for  packing  fragile  articles. 
Applicants  should  show  in  their  applications  all  the  experience  they  have  had. 
Application  and  examination  Form  1371  (issue  of  December,  1011,  or  later),  includ- 
ing the  medical  certificate,  is  required.  This  examination  will  be  held  only  when 
eligibles  are  needed,  and  due  announcement  ot  examinations  will  be  made. 

72.  When  examinations  for  opener  and  packer  and  for  other  subclerical  positions 
are  announced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  for  the  subclerical 
positions  named  in  section  43  will  be  required  to  take  but  one  examination,  but  must 
file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  another  for 
the  other  subderieal  portions.  One  of  these  applications  must  be  duly  extouied;  the 
other  may  be  a  copy  of  the  first  in  the  handwriting  of  the  applicant  The  copy 
must  be  complete  in  every  particular,  including  the  jurat,  vouchers,  medical  cer- 
tificate, and  all  other  parts  executed  in  the  original,  and  must  be  accompanied  by  a 

1  Sobport  of  Cleveland.  Ohio. 

<  EiamlnaCioiis  held  at  Painesrllle  for  Falrport.  a  Bubpoit  of  CleTeland,  Obio. 
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statement  showing  the  kintl,  date,  and  place  of  the  examination  for  which  the 
original  is  filed.  The  copy  muet  be  filed  with  the  original;  it  can  not  be  made 
after  the  original  has  been  filed. 

73.  For  most  positJonB  of  boalnum  a  nonedncatjonal  examination  is  given.  A  few 
snch  positions  require  also  a  mental  teat,  and  in  such  cases  the  examination  will  con- 
edst  of  the  edacational  subjects  of  the  third-grade,  or  aubclerical,  eiaminatjon  with  a 
weight  of  20  per  cent  (see  p.  22] ;  training,  experience,  and  fitness,  60  per  cent;  and 
physical  ability,  30  per  cent.  When  no  mental  test  is  required,  the  examination 
will  consist  of  the  subjects  of  training,  experience,  and  fitness,  and  physical  ability. 
For  the  noneducatjonal  examination,  application  and  examination  Form  1800  is 
required;  for  the  educational  examination  Form  1371  (iSBue  of  December,  1911,  or 
later),  including  the  medical  certificate,  is  required.  This  examination  will  be  held 
only  when  eligibles  are  needed,  and  due  announcement  of  examinations  will  be 

74.  In  the  Customs  Service,  unless  otherwise  specified,  women  are  eligible  for 
appointment  te  the  following-named  positions  only;  Deputy  collector,  deputy  snr- 
veyor,  clerk,  stenographer  and  typewriter,  inspectress,  and  cashier. 

76.  The  age  limits  for  examinations  for  the  Customs  Service  are  as  follows; 
Weigher,  assistant  weigher,  day  inspector,  and  poaitionB  the  duties  of  which  are 
partly  those  of  inspector,  minimum  21,  maximuni^46  years;  other  educational 
examinations,  minimum  18  years,  no  maximum;  nonedQcstiooal  examinations, 
minimum  20  yeara,  no  maximum.     (See  sec.  21.) 

76.  In  filling  vacancies  in  the  Customs  Service  certification  will  be  made  ot  the 
names  ot  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except,  where 
examinations  are  held  also  at  aubports  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  oF  those  examined  at  the  port  and  at  snbports. 
Vacancies  occurring  in  customhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  el^bles  examined  at  the  port  and 
at  other  aubports  in  the  same  customs  district.  For  additional  information  con- 
cerning certification  and  eligibility,  see  page  19. 

77.  For  description  of  first  and  third  grade  examinations,  see  pages  22  and  26. 
Information  concerning  stenographer  and  typewriter  examinations  is  given  on  pages 
15  and  16.  Additional  information  relative  to  noneducational  exominationa  will  b6 
found  on  page  18.  The  position  of  unskilled  laborer  in  cities  where  labor  regulations 
are  in  force  is  filled  as  a  result  of  physical  examination,  as  described  on  page  18. 

SXJBTREA8UKY  SERVICE. 

78.  Clerical,  minor  clerical,  and  aubclerical  positions  in  the  subtreasury  at  Cincin- 
nati are  filled  by  certification  from  the  reg^ters  resulting  from  the  first,  second,  and 
third  grade  examinations  for  all  services  referred  to  on  pa^s  6  to  9,  and  persons 
desiring  appointment  to  such  positions  in  the  subtreasury  should  enter  those  general 
examinations. 

79.  In  order  to  become  eligible  for  appointment  to  clerical  pontions  in  the  Sub- 
treasury  Service,  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three'years*  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
Bnbtreasuries. 

80.  Rigid  tests  of  character  and  integrity  will  be  applied  to  all  applicants-  for  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  testa  may  become 
eligible  for  appointment  to  this  service.  These  testa  shall  be  aach  as  may  be  found 
practicable  and  satisfactory  to  the  Civil    Service   Conimiaaion  and  the  assistant 


81.  Information  concerning  steni^trapher  and  typewriter  examinations  ia  given  on 
page  15.    Examinations  for  other  positions  are  annonnced  as  the  needs  of  the  servke 

require, 
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CUSTODIAN  SERVICE. 

S2.  The  CoBtodian 'Service  covers  positions  tfae  duties  of  which  relate  to  the  care  and 
man^ement  oF  public  buildings  outaide  of  Washington,  D.  C. 

HDnCATIONAXi  HXIAMINATIONS. 

83.  Examinations  for  the  positions  of  assistant  custodian,  assistant  custodian- 
janitor,  and  technical  poeitiong,  such  as  Bteam  engineer,  electrician  and  dynamo 
tender,  are  held  only  when  eligible^  are  needed,  and  are  duly  announced.  Infor- 
mation concerning  examinations  for  the  position  of  elevator  conductor  will  be  found 
on  page  17.  Vacancies  occurring  in  other  subclericat  positions  are  filled  from 
registers  resulting  from  ttie  third-grade,  or  subclerital,  examination,  referred  to  on 
pf«e8. 

NONBDUCATIONAI.   KXAMtNATtONS. 

84.  Tbia  class  includes  positions  such  as  fireman,  fireman-laborer,  flreman-watcb- 
man,  janitor,  etc.  In  section  140  is  given  a  partial  list  of  poeitjons  filled  by  non- 
educatjonal  examination.  The  resulting  roisters  are  used  for  filling  vacancies 
occurring  in  positions  requiring  the  qualifications  teated  in  various  bmncbes  of  the 
Field  Service, 

86.  The  first  word  of  the  title  of  double-titled  positions  in  the  Custodian  Service — 
such  as  fireman- watch  man,  watchman-fireman,  fireman-laborer,  janitor-fireman, 
etc. — indicates  the  more  important  duties  of  tfae  position,  and  vacancies  are  filled  by 
noneducational  or  educational  examinations  accordingly.  For  instance,  a  vacancy 
in  the  position  of  fireman -watchman  will  be  filled  by  a  noneducational  esaminatJon 
for  fireman,  while  a  vacancy  in  the  position  of  watchman-fireman  will  be  filled  by 
certification  from  the  register  established  as  a  reeolt  of  the  tbird^rade,  or  anbcleri- 
cal,  educational  examination,  referred  to  on  page  8. 

86.  Application  and  examination  Form  1800  is  required  for  noneducational  exami- 
nations for  the  Custodian  Service.  Applications  must  be  filled  out  in  the  handwriting 
of  the  applicants.  Examinations  are  announced  as  vacancies  occur,  and  applicalions 
are  not  received  until  examinations  are  announced. 

87.  The  age  limits  for  noneducational  examinations  for  the  Custodian  Service  are 
18  and  55  years.  (Sec  sec,  21. )  All  honorably  dischoi^ed  United  States  soldiera  and 
sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  regard  to  the 
age  limits.  The  age  limits  are  also  waived  for  examinations  for  all  branches  of  the 
service  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service  by  recuon  of  disability  remdtmg  from  wtwnda  received  or  sicknett  incurred 
in  the  line  of  duty. 

88.  For  further  information  concerning  noneducational  examinations,  see  page  18. 
Information  relative  to  the  position  of  unskilled  laborer  is  given  on  page  19.  The 
regulations  governing  certification  and  eligibility  are  shown  on  page  19. 

ENGINEER  DEPARTMENT  AT  IiARQE. 

80.  The  headquarters  of  the  United  States  en^ueer  districts  in  the  Sixth  Civil- 
Service  District  are  located  at  Cincinnati,  Ohio  {two  districts);  Cleveland,  Ohio; 

and  Louisville,  Kentucky, 

EDUCATIONAIi  KXAMINATIOITS. 

90.  The  poaitionB  of  clerk  of  the  entrance  grade,  minor  clerk,  copyist,  bookkeeper, 
stenographer,  typewriter,  copyist  draftsman  and  mechanical  apprentice  draftsman, 
and  subclerical  positions,  including  elevator  conductor,  messenger,  messenger  boy, 
skilled  laborer,  and  watchman,  ore  filled  by  certification  of  eligibles  by  the  secretary 
of  th«  Sixth  Civil-Service  District,  at  Cindnnati,  Ohio.  Of  these  poutiona,  those  ot 
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the  clerical  and  sabdericAl  grades,  except  elevator  conductor  and  messenger  boy, 
are  filled  from  the  registers  resultii^  fram  the  flrat  and  third  grade  examinations 
described  on  pages  6  to  9.  Information  concerning  the  stenographer  and  type- 
vrit«r,  elevator  conductor,  and  messenger  boy  esajuinations  will  be  found  on  pagea 
15, 16,  and  17.  Examinations  for  other  positions,  including  copyist  draftsman, 
mechanical  apprentice  draftsman,  and  bookkeeper  will  be  held  only  when  eligibles 
are  needed,  due  announcement  of  which  will  be  made. 

NOITBDnCATION'AI.  BXAMINATIONS. 

91.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  140  is 
given  a  partial  list  of  positions  filled  by  noneducational  examination.  The  positions 
naine<l  are  those  in  which  vacaiiciea  occur  with  more  or  losss  frequency  in  various 
branches  of  the  service,  and  the  resulting  registers  are  used  for  filling  vacandes 
occurring  in  any  of  those  branches. 

92.  For  positions  which  are  peculiar  to  the  Engineer  Department  at  Large,  appli- 
cations are  received  at  any  time  by  the  local  boards  of  civil-service  examiners  for  the 
various  engineer  districts.  Application  and  examination  blanks  (Form  ISOO)  may 
be  obtained  from  the  secretary  of  the  Sixth  Civil-Service  District,  Cincinnati,  Ohio, 
or  the  secretary  of  the  local  board  at  the  headquarters  of  the  engineer  district  in 
which  employment  is  deeired.  (See  sec.  89. )  The  local  boards  will  also  furnish 
any  further  information  desired  concerning  these  positions. 

93.  Bcgisters  for  mechanical  trades  positions  show  the  branch  or  branches  of  the 
trade  in  which  the  eli^bles  are  experienced,  and  selections  for  filling  vacandes  in 
the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  eligibles  who 
have  had  experience  in  a  particular  branch  of  the  trade.  For  instance,  the 
carpenter  register  may  contain  the  names  of  stair  builders,  ship  carpenters,  bridge 
carpenters,  et«. 

94.  The  minimnin  age  limit  for  noneducationBl  examinations  for  the  Engineer 
Department  at  Large  is  18  years;  there  is  no  maximnm  limit. 

95.  For  additional  information  concerning  noneducational  examinations,  see  page 
18.    For  information  relative  to  certification  and  eligibility,  see  page  19. 

QUARTERMASTER  CORPS. 

96.  The  branch  of  the  service  formerly  known  as  the  Quartermaster's  Department 
at  lATge  is  now  embraced  in  the  Quartermaster  Corps.  The  Army  appropriation 
act,  approved  August  24,  1912,  provides  that  positions  in  the  Quartermaster  Corps 
which  formerly  were  filled  as  a  result  of  open  competitive  examinations  held  by  the 
Civil  Service  Commission  may  be  filled  through  such  examinations  or  by  enlistment. 
The  information  given  below  is  applicable  when  the  positions  are  filled  through 
examination.  For  information  relating  to  positions  filled  by  enlistment,  application 
should  be  made  to  the  Secretary  of  War,  Washington,  D,  C. 

97.  Establishments  of  the  Quartermaster  Corps  in  the  Sixth  Civil-Service  District 
are  located  at  the  following-named  places: 

Columbus  Barracks,  Columbus,  Ohio. 
Fort  Thomas,  Ky. 

Fort  Benjamin  Harrison,  Indianapolis,  Ind. 
General  Depot,  JeSersonville,  Ind. 

Z3>DCATIONAI.  KXAMIKATIONS. 

98.  Vacandes  occnrring  in  clerical,  minor  clerical,  and  subclerical  podlions  in  this 
Bervice  are  filled  by  certification  from  the  registers  resulting  from  the  first,  second, 
and  third  grade  examinations  referred  to  on  pages  6  to  9.  Vacandes  in  poritions 
such  as  atenc^rapher,  typewriter,  bookkeeper,  etc.,  are  filled  by  certiflcatioa  tnKD 
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appropriate  reg^fltera.  (See  sees.  103  to  111,  and  133.)  Examinatioiu  for  other  poei- 
tiooa  Thich  require  mental  teste,  inclading  for^^  maat«r  and  eeamstreee,  are  held 
aa  the  needs  of  the  eervioe  demand  and  are  duly  announced. 

NOWEDUCATIONAI.  EXAMIKATIOWS. 

99.  This  dasB  includes  mechanical  trades  and  similar  poeitions.  In  aection  140  is 
^vena  partial  list  of  positiona  filled  by  uoneducational  examination.  The  positions 
named  are  those  in  which  vacancies  occur  with  more  or  less  frequency  in  varions 
branches  of  the  service,  and  the  resulting  registers  are  used  for  filling  vacancies 
occurring  in  any  of  those  broncfaes. 

100.  The  age  limits  for  uoneducational  examinations  in  the  Quartermaster  Corps 
are  as  follows:  Men,  20  to  50;  women,  18  to  50.  (See  sec.  21.)  The  age  limits  are 
waived  in  case  of  persons  honorably  discbai^ed  from  the  military  or  naval  service 
by  rtaion  of  wound*  received  or  gicI^UM  incurred  in  the  line  of  duly. 

101.  For  further  information  relative  to  noneducational  examinations,  see  page  IS. 
For  information  relative  to  certification  and  eligibility,  see  page  19. 


102.  Clerical,  minor  clerical,  and  subclerical  positions  in  field  branches  of  the  Immi- 
gration, Steamboat-Inspection,  Lighthouse,  and  Public  Health  Services;  the  stamped- 
envelope  agency  at  Dayton,  Ohio;  Bureau  of  Fisheries;  Bureau  of  Animal  Industry; 
Weather  Bureau;  and  other  parts  of  the  service,  are  filled  by  certification  from  appro- 
priate K^^sten  resulting  from  examinations  for  these  grades  as  described  on  pagee 
<to9. 

STENOGRAPHER  AND  TYPEWRITER. 

103.  Combined  stent^rapher  and  typewriter  examinations  are  held  for  four  branches 
of  the  service,  namely,  the  Field  Service  (see  sees.  2  and  3  6),  the  Departmental  Serv- 
ice (departmente  and  offices  at  Washington,  D.  C. ),  the  Isthmian  Canal  Service,  and 
tbe  Philippine  Service.  Separate  stenographer  examinations  are  held  for  the  Held 
and  Departmental  Services,  and  separate  typewriter  examinations  are  held  for  the 
Field,  Departmental,  and  Isthmian  Canal  Services. 

104.  Examinations  for  the  I^eld,  Isthmian  Canal,  and  Philippine  Services  are  held 
quarterly;  those  for  the  Departmental  Service  are  held  monthly. 

105.  Application  forms  may  be  obtained,  and  applications  may  be  filed,  at  any 
time.  Forms  for  all  services  may  be  obtained  from  the  Secretary,  Sixth  Civil-Serv- 
ice District,  Cincinnati,  Ohio.  Form  1371  is  required  for  the  Field  Service;  Form 
304  for  the  Departmental  and  Isthmian  Canal  Services;  Form  2  for  the  Philippine 
Service.  Applications  for  the  Field  Service  should  be  filed  with  the  district  secre- 
tary at  Cincinnati;  for  the  Departroental,  Isthmian  Canal,  and  Philippine  Services, 
with  the  Civil  Service  Commission  at  Washington,  D.  C. 

106.  The  age  limits  are  as  follows:  Field  and  Departmental  Services,  minimum  18 
years,  no  maximum;  Isthmisn  Canal  Service,  minimum  20,  maximum  45  yeara; 
Philippine  Service,  minimum  18,  maximum  40  years. 

107.  Womenatenot  admitted  to  examinations  for  the  Isthmian  Canal  and  Phil- 
ippine Services,  and  they  are  admitted  to  the  Departmental  Service  examinations 
only  twice  a  year,  in  the  spring  and  fall. 

108.  The  demand  for  male  stenographer  and  typewriter  eligibles  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  padea  Is  reasonably  rapid  for  those 
whose  services  prove  satisfactory. 

109.  As  a  result  of  one  examination  a  man  may  become  eligible  for  appointment 
to  the  Departmental,  Isthmian  Canal,  and  Philippine  Services.  A  separate  eiami- 
nation  is  required  for  the  Field  Service. 
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110.  In  filling  vacADdea  In  portions  in  the  Field  Service,  certiflcation  to  the 
v&rious  branches  of  the  service  will  be  made  aa  afated  in  section  I5S. 

111.  Persona  desiring  to  enter  the  eiamination  should  write  to  the  diBtriet  secre- 
tary for  the  proper  application  form  or  fonns  (see  sec  105),  and  for  Form  1424, 
which  contains  Cull  information  concerning  the  scope  of  the  examinations  and  the 
requirements  for  all  services,  and  the  exact  dates  of  eKaminations. 

FOREST  AND  FIELD  CLERK. 

112.  Prom  this  esamioation  appointments  wilt  be  made  for  fillin);  vacancies 
occurring  in  the  positions  of  forest  clerk  in  the  Forest  Service  and  field  clerk  in  the 
Reclamation  Service.  Forest  clerks  are  employed  in  the  oflSces  o(  the  Forest  Service 
outside  of  Washington,  D.  C.  Field  clerks  are  employed  in  the  offices  of  the  recla- 
mation projects  in  the  West.  Appointments  may  also  be  made  from  this  examina- 
tion to  clerical  positions  in  other  branches  of  the  service  requiring  the  qualificationa 
tested  by  the  examination. 

113.  Both  men  and  women  will  be  admitted  to  this  examination.  Minimum  age 
limit,  18  years;  no  maximum  limit  (Sle  sec.  21.)  Forfillingvacanciesin  tbeposi* 
tionof  forest  clerk  certification  will  be  made  only  of  men  who  were  not  over  40  years 
of  age  on  date  of  examination.  Application  form  1371  (issue  of  December,  1911,  or 
later)  is  reqnired.  Applications  will  not  be  accepted  from  persons  who  have  tnber- 
culosis  or  other  serions  physical  defect.  Applicants  will  be  required  to  show  in 
their  applications  that  they  have  had  at  least  one  year's  actual  esperience  in  cler- 
ical work  in  a  busineee  office. 

114.  The  subjects  of  the  examination  and  weights  of  subjects  on  a  scale  of  100  arei 
Spelling,  5;  arithmetic,  10;  penmanship,  5;  report  writing,  10  (all  first  grade,  see 
p.  22);  stenography,  26;  copying  from  rongh  draft  (typewriting),  15;  copying  from 
plain  copy  (typewriting),  10;  elements  of  bookkeeping,  20.  Seven  and  one-half 
hours  will  he  allowed  for  the  examination. 

115.  In  lieu  of  a  dictation  in  stenography,  competitors  will  be  furnished  a  printed 
exercise  which  they  will  be  required  to  write  in  stenographic  notes.  The  exercise 
will  contain  330  words.  If  the  notes  are  written  in  three  minutes,  100  per  cent  in 
speed  will  begiven;  fourminutes,90percent;  five  minutes, SOpercent;  six  minutes, 
70  per  cent;  seven  minutes,  60  per  cent;  eight  minntea,  50  per  cent.  If  the  writing 
of  the  notes  is  not  completed  in  eight  minutes  the  printed  exercise  will  be  taken  up 
and  proportionatededuction  will  be  made  for  the  part  omitted  in  the  transcript  This 
exercise  will  be  rated  on  the  speed  with  which  the  notes  were  written  and  the  accuracy 
of  the  transcript 

116.  The  fot«st  and  field  clerk  examination  will  be  held  as  frequently  as  the  needs 
of  the  service  require.  Applicationblanksinay  be  secured  from  the  district  secretary 
and  may  be  filed  with  him  at  any  time.  When  the  examination  is  announced  all 
persons  having  applications  on  file  will  be  notdfled  when  and  where  to  appear  for 
examination. 

117.  In  filling  vacancies  in  these  poBitions,  preference  will  be  given  to  persons 
examined  in  the  locality  in  which  the  vacancy  exists.  In  case  the  roister  for  any 
locality  becomes  exhausted,  resort  may  be  had  to  the  register  for  the  nearest  locality 
that  contains  the  names  of  eligibles  available  for  the  position  vacant. 

DEPUTY  TJNITBa>  STATES  MARSHAL  AND  LA'W  CLEBK- 
STENOGRAPHER-TYPEWRITER,  DEPARTMENT  OF  JUS- 
TICE. 

118.  All  United  States  deputy  marshals,  except  those  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  indicated  in  the  following  pangraphs;    - 
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119.  Vacancies  in  poflmons  requiring  a  knowledge  of  ctenography  and  typewriting 
or  of  bookkeeping  wUi  be  filled  by  certification  from  the  Bt«nogmpIier  and  type- 
writer or  the  bookkeeper  repeter  for  field  eervicee  of  thoae  who  were  examined  in 
the  8tate  in  which  the  vacancy  exists.    (See  sees.  103  to  111,  inclusive,  and  133.) 

120.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  firsUgrade, 
or  clerical,  r^^ister  of  eligible^  who  were  examined  in  the  Stnt«in  wbicb  the  vacancy 
exists.     (See  sees.  32  to  38. ) 

121.  Vacancies  in  the  position  of  chief  office  depa^  will  be  filled  in  like  manner, 
unleea  it  ie  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

122.  Examinations  for  the  position  -  of  law  clerk-stenographer- type  writer  will 
be  held  only  when  eligiblee  are  needed. 

ELEVATOR    CONDUCTOR. 

123.  The  position  of  elevator  conductor  in  Federal  bnildings  is  filled  by  examina- 
tion consisting  of  the  educational  subjects  of  the  third-gisde  examination  as  shown 
on  page  22,  with  a  weight  of  60  per  cent,  and  training,  experience,  and  fitness,  50 
percent. 

124.  The  minimum  ^limit  for  this  examination  is  20year6;  there  is  no  maximum 
age  limit. 

126.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  ia  required. 

126.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable  ol 
performing  manual  labor. 

127.  In  rating  the  element  of  "experience"  credit  will  be  given  for  actual  experi* 
ence  as  elevator  conductor,  electric  motorman,  or  electric  ctanemon,  and  applicants 
who  have  not  hod  at  least  S  months  of  such  experience  will  not  be  admitted  to  the 
examination.  If  an  applicant  has  had  only  6  months'  experience,  ttiat  experience 
must  have  been  gained  within  the  12  months  just  prior  to  the  date  of  application. 
Applicants  most  fully  indicate  in  their  applications  the  kind  of  elevators,  and 
whether  passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the 
length  of  their  experience. 

126.  This  examination  will  be  held  in  the  city  in  which,  or  in  the  vicinity  of 
which,  a  vacancy  occurs,  and  only  when  eligiblee  are  needed,  due  announcement  of 
which  4rill  be  made. 

MES8EMOER  BOY. 

129.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  city  in 
which,  or  in  the  vidnity  of  which,  a  vacancy  occurs,  and  only  when  elt^bles  are 
needed.  The  examination  will  condst  of  the  third-grade,  or  subclerical,  subjects 
as  shown  on  page  22,  with  the  exception  of  the  subject  of  training,  experience,  and 
fitnees,  each  of  the  five  subjects  having  a  weight  of  20  per  cent.  When  examinations 
are  to  be  held,  due  annoucement  is  made, 

130.  The  age  limits  for  this  examination  are  Ifl  and  18  years.     (See  sec.  21.) 

131.  Application  Form  1371  is  required. 

132.  While  there  are  no  height  or  weight  requirements  for  the  position  of  messenger 
boy,  eligibles  whose  weight  is  grossly  disproportionate  to  their  age  may  not  be  certi- 
fied for  filling  vacancies  in  positions  the  duties  of  which  are  such  that  nnusnal  weight 
would  interfere  with  tb^r  proper  performance. 

[eth  Diet,] 


),.vGoo<^Ic 


6fHER  KDUCATIONAIi  EXAMINATIONS. 

133.  EzaminationB  for  the  poataons  of  telephone  operator  and  bookkeeper  in  variona 
branches  of  tlie  service  will  be  held  only  when  eli^blee  are  needed  and  will  be  duly 
announced.  Application  forms  will  not  be  distributed  and  applications  will  not  be 
received  unUl  Boch  annoucement  is  made. 

NONEDUCATIONAL  EXAMINATIONS. 

134.  Thig  claea  includes  examinations  for  the  mechanical  trades  and  similar  poei- 
tionB  which  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service, 
the  Engineer  Department  at  Laif^,  the  Quartermaster  Corps,  and  certain  other 
branches  ot  the  service  have  been  placed  under  the  district  eystem.  (See8ecs.2and 
3(6).) 

135.  Appropriate  ezaminationB  are  held,  based  on  training,  experience,  and  fitness, 
and  physical  ability.  The  relative  weights  of  th^e  robjecta  on  a  Bcaleot  100  are: 
Physical  ability,  40;  training,  experience,  and  fitness,  60.  The  information  upon 
which  the  ratings  are  based  must  be  fnmished  by  the  applicant  in  the  application 
blank.  Care  should  be  taken  to  furnish  accurate  and  complete  information  in  order 
ttiat  a  sufficient  basis  may  be  had  for  rating  the  papers.  Each  question  in  the  appli- 
cation and  vouchers  must  be  fully  answered.  All  statements  relative  to  training, 
experience,  and  fitness  are  subject  to  verification. 

136.  The  method  of  ratjng  the  eabjects  of  these  examinations  is  as  follows: 

(a)  Physical  ability.— An  applicant  without  apparent  physical  disqaalification 
la  rated  at  88  for  this  element  For  physical  defecte  which  may  impair  his  effi- 
ciency in  the  position  for  which  application  is  made,  proportionate  dedaction  will  be 
made  from  98,  according  to  the  nature  of  the  defect  or  disqualification. 

(b)  Traimiso,  EXPBRiENCB,  AND  prrNEss.—This  subject  will  be  rated  upou  the  State- 
ments made  by  the  applicant  in  bis  appUcation,  as  corroborated  by  his  vouchers  and 
references.  Consideration  will  l)e  given  to  the  date,  lei^h,  quality,  and  character  of 
the  experience  shown,  and  special  con«deration  will  be  given  experience  which  is 
GontJnuoos  and  recent. 

137.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary,  but  no 
recommendations  other  than  those  called  For  by  the  Commi^ion  will  be  considered. 

138.  All  competitors  rated  at  70  or  more  are  eli^ble  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings,  but  the  names 
of  persons  preferred  under  section  1754,  Revised  Statutes,  rat«d  at  65  or  nfbre,  are 
placed  above  those  of  persons  who  have  not  been  allowed  such  preference.  (See 
sec.  10.) 

13S.  When  noneducational  examinations  are  given,  applicants  are  not  assembled 
for  a  mental  examination,  but  are  required  to  file  fully  executed  applications,  on 
the  form  prescribed,  vrith  the  secretary  of  the  civil-service  district  in  which  employ- 
ment is  desired,  unless  otherwise  specified. 

140.  Following  is  a  partial  list  of  positions  filled  by  noneducational  examination: 
Blacksmith,  Fireman-laborer.  Packer. 

Carpenter.  Fireman-watchmaa  Painter. 

Electrician.'  Gardener.  Plumber. 

Fireman.  Horseshoer.  Stationary  steam  engineer.' 

141.  The  poeitiona  named  in  the  forgoing  list  are  those  in  which  vacancies  occur 
with  more  or  lees  frequency  in  various  branches  of  the  service,  and  the  registers  of 
elig^bles  resulting  from  examinations  held  ore  used  for  filling  vacancies  in  any  of  tiiose 
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brmiches.  la  making  certiflcationa  due  regard  will  be  had  for  the  i^  limits  and 
other  requirements  of  the  service  to  which  certification  is  made.  Further  informa- 
tion relative  to  the  Engineer  Department  at  large  ia  given  on  page  13;  Quarter- 
master Corps,  page  14;  Custodian  Service,  page  13.  The  regulations  governing  certi- 
fication and  eligibility  are  shown  on  page  19. 

142.  Except  as  provided  in  section  92,  examinaUona  for  nonedncational  positiona 
ara  held  only  when  appointments  are  to  be  made.  Application  blanks  are  not  dis- 
tributed, and  applications  are  not  recdved,  nntil  an  examination  is  to  be  held. 
Examinatjons  are  duty  aimounced  by  the  district  secretary  as  vacancies  occur.  All 
communications  concerning  these  positions  should  be  addressed  to  the  Secretary, 
Sixth  Civil-Service  District,  403  Government  Building,  Cincinnati,  Ohio. 

143.  The  district  secretary  or  the  Civil  Service  Commiasion  at  Washington  will  fur- 
nish information  concerning  noneducatiooal  positions  in  branches  of  the  service  not 
covered  by  this  pamphlet. 

UNSKILLED  LABORER. 

144.  This  position  is  unclassified.  In  cities  where  r^ulations  are  in  force  gov- 
erning the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character 
are  filled  by  r^stration  of  eligibles  after  a  physical  test.  The  duties  of  men  are 
those  of  common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its 
equivalent. 

145.  Labor  regulations  are  in  force  in  the  Sixth  Civil-Service  District,  in  the 
following-named  cities: 

Ohio:  Indiana:  Kentucky: 

Cincinnati.  Indianapolis.  Covington. 

Clevelaad.  Jeff ersonvi  lie.  Louisville. 

Columbus. 
Toledo. 

146.  The  age  limits  for  this  position  are  20  and  60  years.  (See  sec  21.)  The  age 
limits  are  waived,  however,  in  the  cases  of  honorably  discbaiged  veterans  of  the  CSvil 
War  and  persons  honorably  discharged  from  the  United  States  miUtary  or  naval 
service  by  reason  of  disability  resulting  from  wounds  received  or  sickuess  iocnrred 
in  the  line  of  dnty. 

147.  These  examinations  will  be  held  only  when  the  needs  of  the  service  reqnire. 
Applications  will  not  be  accepted  nntil  after  the  examination  has  been  announced. 
Application  blanks  may  be  obtained  from  the  boards  of  labor  employment  at  the 
post  offices  in  the  cities  for  which  examinations  have  been  annonnced. 

148.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  officii  in  charge  of  the  office  where 
employment  is  desired. 

CERTIFICATION  AND  ELIGIBILITY. 

149.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  Uie  renter  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  TO  ia  required  in  order  to  become  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  the  Cnited  States  miUtary 
or  naval  service  for  digabUity  incurred  in  the  line  of  duty.  The  names  of  such  pereons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commisdon  and 
who  attain  an  average  percentage  of  not  less  than  65  will  be  placed  at  the  head  of  the 
eligible  raster.     (See  sec.  10.) 

150.  Separate  registers  are  established  for  men  and  women,  and  certificatitm  is 
made  according  to  the  requisition  of  the  nominating  officer. 
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151.  The  period  of  eligibility  is  one  year  from  the  date  ot  entering  the  name  upon 
the  register,  but  the  entire  register  may  be  extended  for  a  further  period  if,  in  the 
judgment  of  the  Commieaion,  the  needa  of  the  service  bo  require. 

152.  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
vacancy.  Unless  sooner  selected  for  appointment  an  eligible  will  be  entitled  to 
three  certiflcatjons  for  appointment  to  each  nominating  or  appointing  officer  in  each 
service  for  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  cer> 
tified  for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  his  examination  papere.  The  appointment  of  a  person  whose  name 
is  on  more  than  one  register  ordinarily  operates  to  cancel  his  eligibility  on  all  re^sters 
of  the  sanie  or  lower  grade;  an  eligible  should  therefore  advise  the  district  secretary 
whether  he  desires  his  name  to  remain  on  any  register  established  from  examination 
other  than  the  one  which  resulted  in  his  appointment.  Appointments  may  be  made 
from  a  higher-grade  reveler  for  filling  vacancies  in  a  lower-grade  position, 

153.  For  filling  vacancies  in  the  Intemat-Bevenue  Service  certification  will  be  made 
of  the  nameaofeligibles  who  were  examined  in  the  internal-revenue  district  in  which 
the  vacancy  occurs. 

164.  For  filling  vacanciee  in  the  Costoms  Service  certification  will  be  made  of  the 
uameeof  the  eligibles  examined  at  the  port  at  ^hicb  the  vacancy  exists,  except 
where  examinations  are  held  also  at  subports  for  the  convenience  of  applicants,  the 
h^hest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports. 

156.  For  the  positjons  of  clerk,  and  carrier  for  city  delivery,  in  post  offices,  a  separate 
raster  is  established  for  each  classified  post  office,  contaioing  the  names  of  eligibles 
examined  for  such  office.  For  certiun  large  post  offices  separate  male  clerk  and  car- 
rier registera  are  established,  while  for  all  other  offices  in  which  both  clerks  and 
city  carriers  are  employed  the  names  of  male  eligibles  are  entered  on  both  the  clerk 
and  the  carrier  registers. 

166.  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marshal  cer- 
tification will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

157.  In  filling  vacancies  in  the  positions  of  forest  clerk  in  the  Forest  Service  and 
field  clerk  in  the  Reclamation  Service  preference  will  be  given  to  persons  examined 
in  the  locality  in  which  the  vacancy  exists.  In  case  the  roister  for  any  locality 
becomes  exhausted  resort  may  be  bad  to  the  register  for  the  nearest  locality  that 
contains  the  names  of  eligibles  available  for  the  position  vacant. 

158.  In  making  certification  for  filling  vacancies  in  the  positions  of  sten<%Tapber, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  regula- 
tions outiined  in  the  foregoii^  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  far  as  possible.  In  case  the  register  for 
any  locality  becomes  exhausted  resort  may  be  had  to  the  re^ster  for  the  nearest 
locality  that  contains  the  names  of  eligibles  available  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  is  willing  to  accept  appointment. 

168.  In  filling  vacancies  in  any  position  filled  by  educational  examination  not 
spedflcally  provided  for  above,  certification  will  be  made  of  elipbles  examined  at 
the  place  at  which,  or  in  the  immediate  vidnity  of  which,  the  vacancy  exists. 

160.  In  filling  vacancies  in  podtions  filled  by  noneducational  examination  and  for 
which  applications  are  filed  with  the  district  secretary,  certification  will  be  made 
of  eli^bles  readily  available  for  employment;  that  is,  of  those  who  live  in  the  place, 
or  in  the  vicinity  of  the  place,  of  employment,  and  of  those  who  do  not  live  in  the 
plaice  or  vicinity  but  who  have  presented  themselves  to  a  member  o(  the  local  board 
of  civil-service  examiners  (or  to  the  employing  officer  when  there  is  no  local-board 
member)  at  the  place  at  which  employment  is  desired.    An  eligible  who  does  not 
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live  at  the  place  where  he  dedres  employmeot  will  not  be  certified  for  appointment 
there  until  he  has  3>ereonally  appeared  before  a  memberof  the  local  board  of  exam- 
inere  (ottheemployingofficor)  at  that  place,  has  secured  a  certificate  from  the  board 
member  (or  the  empoyii^  officer)  showing  the  date  on  which  he  appeared,  and 
has  filed  Buch  certificate  with  the  district  secretary.  In  thia  connection  vicinity  is 
defined  as  the  territory  within  the  nsiial  commuting  distance.  An  employing  officer 
is  the  official  in  charge  of  an  office  or  other  establishment.  Eligible^  on  re^stere 
maintained  by  the  district  secretary  will  be  certified  for  filling  vacancies  occurrii^ 
in  various  branches  of  the  service  included  in  the  district  Byetem.  From  registers 
miuntained  by  local  boards,  certification  will  be  made  of  the  highest  qualified  eligi- 
bles  on  the  local-board  registers,  incouformity  withtlie  special  r^nlations  governing. 

161.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
ret^ned  in  the  service  at  the  end  of  six  months,  such  retention  is  equivalent  to  bis 
absolute  appointment.  In  the  Post-Office  Service  the  period  of  probationary  appoint- 
ment begins  from  thedateof  appointment  as  r^alar  clerk  or  carrier,  and  not  from  the 
date  of  appointment  as  sabetitate. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

162.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contiuns  full  information  concerning 
the  r^;nlar  spring  and  &ill  examinations  for  portions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  Manual  may  be  bad  by  addressing  the  United  States  CSvil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 

TECHNICAL    AND    SCIENTIFIC    EXAMINATIONS,   AU. 
SERVICES. 

163.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be 
filled.  Eligibles  are  certified  to  vacandea  in  the  departments  at  Washiogton  or  in 
the  local  offices  in  the  vidnity  of  their  places  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  Commission  may  be  required  for  the  good  of  the  service. 

Information  concemii^  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

RURAL  BEUVERY  CARRIER. 

164.  Examinations  for  the  podtion  of  rural  carrier  will  be  held  as  the  neecb  of  the 
service  require.  Applications,  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  for  the  Kural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Sixth  Civil-Service  District, 
Cincinnati,  Ohio. 

165.  The  1^  limits  for  this  examination  are  18  and  65  years,  the  maximum  limit 
bdng  waived  in  the  case  of  honorably  discharged  United  States  soldiers  and  sailon. 
(See  sec.  21.) 

FOURTH-CLASS  POSTMASTER. 

166.  All  fbnrtb-class  postmasters  in  the  United  States  are  in  the  clasdfied  service. 
A  copy  of  the  regulations  governing  the  appointment  of  fourth-class  postmasters 
may  be  obtained  from  the  United  States  Civil  Service  Commission,  Washington, 
D.  C,  upon  request 
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DESCRIPTION  OF  EXAMINATIONS. 
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In  the  first-grade  examiDation  competitors  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  subjects  of  theii  examinations  will  not  be  rated. 
SPECIMEN  QTJESTIONS. 

FIBST-OBADB  EXAMINATION. 

1,  Spbluno:  Twenty  words  of  more  than  average  difficulty.  2.  Arithmetio: 
Fundamental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Fekuanship;  Bated  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Report  writino;  Test  in  writing  in  letter  form  a  report, 
not  more  than  200  wordain  length,  summarizing  and  arranging  in  logical  order  a  series 
of  facte  included  in  a  given  statement  of  400  to  500  words.  5,  Cofyino  and  cob- 
SBCTiHO  uamdbcript:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
ecript  which  includes  erasures,  misspelled  words,  errors  in  eyntas,  etc.  6.  Gboo- 
RATHT  AHo  CIVIL  ooVBRNMBNT  OF  THB  Unttbd  States. 

The  following  questions  and  testa,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

FlntSubJect—SpelltnK— Spelling  la  diculed  hj  the  eiamhier.  '. 
petltor  In  the  blank  apaces  Indicated  on  the  first  sheet  of  the  examlr 
menoed  with  capital  lettera.  The  exomlneT  pronounces  each  word  ai 
peUtor  Is  required  to  write  only  the  word  and  not  Its  definition. 

dfflndcr.*  A  long  round  body.  Promiaort:  Containing  a  promise;  as,  a  promissory  note.  EuaOiaL- 
Necessary  or  Indlspensahla.  DiscernOU:  Apparent  or  visible.  Opporlunits;  A  lit  or  convenient  time. 
D/tfilfiil:  False  or  UIck;.  D^etenu;  Bespect  oi  i^srd.  Imerlion:  The  act  of  placing  In;  as,  the  iniei- 
tlon  of  an  adverUsemont.  FacililBle;  To  make  easy;  SB,  to  facilitate  business.  Bchmtclady:  A  city  otths 
Uolled  Stales.  Adjoccnt:  Lying  near  or  liordsrlng  on.  Souvmir;  A  token  of  remembrance.  Cuncediiif; 
Yielding  or  giving  up;  aa,  conceding  s  point.  Lincanc:  I.lne  of  descent  or  iinc«£lry;  as,  of  royal  Uneaga. 
DilaaioMt:  Harmful  or  injurious;  as,  deleterious  to  health.  iforiionlolL'  On  a  level.  Pofrimtmir.'  An 
es(at«  inherited  from  one's  father.  CerUfieati;  A  written  testimony;  as,  a  marriafe  certificate.  RlMT- 
tatr;  Aplateotstorage;  as,  a  waterreaervoir.    Priviliee:  A  right;  as,  the  prlvUege  of  voting. 

Second  Subject— Arithmetic.— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  In  solving  each  problem  should  be  given  in  full.  The  answer  to  each  problem 
should  l»e  Indicated  by  writing  *'Ans."  after  It- 

1,  This  question  comprises  a  t£st  In  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
three  columns  of  about  twelve  numbers  each  to  be  added.  3.  Divide  <7A  by  71,  multiply  the  quotient 
by  3),  and  to  the  product  add  0.0907  of  214,6.  3.  A  father  invested  a  sulBclent  sum  of  money  in  llssn- 
chuaettaSvcsat  971,  brokerage  i  percent,  to  give  bis  son  an  annual  income  of  tl,200.  What  was  the  sum 
InvcstedT  1.  The  appropriation  for  the  Civil  Service  Commiasion  lor  the  fiscal  year  ended  June  30, 1807, 
wasS0S,340.  During  that  year  50,000  persona  were  examined.  Tf  34  per  cent  of  thla  number  failed  to  pas, 
and  17J  per  cent  of  those  who  pasaed  were  appointed,  what  was  the  average  cost  to  the  Government  of 
each  appointment?  5.  On  April  1,  1904,  Amos  Ward  owed  Oraves  &  Coon  (68.00  on  account.  April 
4  he  sold  them  68  barrels  potatoes  at  J2.75  per  barrel.  April  6  he  gave  them  a  draft  on  San  Franoiico 
for  (1,880,  which  they  accepted  at  i  per  cent  discount.  April  9  they  sold  Ward  894  bushels  oom  at  34) 
cents  per  bushel.  April  16  they  bou^t  of  hlin  2,960  feet  lumber  at  11.25  per  hundred  leet.  April  IB  they 
sold  Mm  34)  doien  chairs  at  90  cents  each.  April  21  Ward  bought  of  them  1,260  eggs  at  14  cetils  per  doien. 
April28hegave  them  a  note  lor  (1,820,  due  In  sixty  days.  April  20  he  bought  of  them  2,980  pounds  hay 
atdtiaton.  Uake  an  llemlied  statement  of  tha  above  aocount  as  It  Bhould  appear  taken  tma  tlM 
[6tta  DlBt.)  (22) 


ogle 


le  balance  ai 


boDka  ol  Ward;  make  a  proper  heading;  close  the  account;  and  bring  dawn  0 
lutTe  appeared  May  1, 1S04. 

Tblid  Sail  Jaet—Pwiimnalilp.— The  eating  on  penmaiiahlp  will  he  detennloed  by  legibility,  rapidity, 
neatness,  and  general  appearance,  and  by  cotrectnesa  and  unllormity  In  the  formation  of  words,  letters, 
and  punctuation  marks  In  the  exercise  of  the  fourth  subject— report  writing.  Ho  particular  style  of  pen- 
manship Is  pretnted. 

FonrthSublect—BcpoTt  Wining.— In  this  exercise  the  oompeHtor  Is  given  aloose  statement  of  taoUi 
400  to  5<n  words  In  lengtb,  whlcb  he  l9  to  summarlie  and  arrange  Into  a  logical  and  complete  repOTt  In  tbe 

This  exercise  Is  designed  to  teat  tbeoompetl  tor's  knowledge  of  simple  English  composltliHi  and  his  general 
biteUlgence.  In  rating  the  report,  Ita  cntirs  of  form  and  address,  spelling,  capltaUzatlon,  punctuation, 
syntax,  and  style,  and  the  arrangement,  concispnesa,  and  tompleteneaa  of  the  r^Kirt  are  considered. 

nttli  Sub)ect— Copying  and  CorrMtlng  Manuscript,— Spelling,  use  ot  capitals,  and  all  amlaalona 
and  mistakes  will  be  taken  Into  conslderatian  In  rating  this  subject. 

DiredfoBiiattecomprtKor.— Write  a  mrrfclei  copy  otthe  manuscript  accompanying.  Correct  all  anonj 
In  syntax,  spelling,  ponctnatlon,  and  capltalliatlon;  write  In  full  abbreviated  words,  etc,  ea  Indtoated. 
Do  Dot  paraphrase  Uie  language  ot  the  copy,  or  Insert,  omit,  or  modify  w     '       '  '" 

marks,  except  as  may  be  necessary  to 
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Btitli  SnblMt— Gaagnph7  Mid  CMI  Gommiieiit  of  ttia  Untud  StatM QoraUoiu  1, 2.  aad 

Bof  tble subject  ftreoDgeognpbyoI  the  United  St&t«8  and  are  similar  to  questtoDsl,  2,  and  4  of  sec- 
ond-grade seogisphr  u  sboim  under  that  subject.  QueGtloiiB4  and  SareonclTlIgOTenuneDtof  the 
tmited  Stales.    The  [ollowing  questions  bave  been  used: 

t.  (a)  How  are  jnsticeg  of  the  Supreme  Conrt  appointed T  (b)  How  many  amendments  bave  been 

added  to  the  CotiEtltuClon  of  the  United  States  ?    S.  (a)  Name  two  ways  In  which  ■  bill  may  become 

aUwvltbout  the  President' ssliittiatuie.    (b)  Name  the  foUowing  ofaclale;  Speakerof  the  National 

Houie  of  BepresentatlTee;  Chief  Justice  of  the  United  States;  and  Secretary  of  State. 

SECOND- OR ADE!   BXAMINATION. 

!•  Spbluno:  Twenty  words  of  avera^  difficulty  in  common  uee.  2.  Abith- 
METic:  EmbraccBadditioii,Bubtraction, multiplication, and diviHiun of  wbole numbers, 
and  common  and  decimal  fractions.  3.  Lettbb  writino:  Test  in  the  nae  of  the 
Ei^^h  langinage  for  business  correspondence.  4.  Fenuanshif:  Marked  on  la- 
bility, rapidity,  neatness,  and  general  appearance.  S.  Coptino  fbou  plain  copi: 
An  exact  copy  of  a  few  printed  lines  in  competitor's  handwriting.  6>  Services 
other  than  Post-Office,  Gbographt:  Questions  relating  to  the  boondariee  of  States 
and  to  capitals,  largest  cities,  rivers  and  other  bodies  of  water,  and  the  location  by 
States  of  prominent  cities;  Post-Offlce  Service,  rbadino  addresses. 

The  following  questions  and  testa,  which  have  been  need,  indicate  the  generali 
character  of  these  subjects: 

First  Snbject— SpelUnK.— gpelllns  Is  dictated  by  the  ciamineT.  The  words  are  written  by  the 
competitor  in  the  blank  Hpacea  loditAted  on  the  first  sheet  of  the  eiaaklnation.  AIT  words  should  be 
oommenced  with  capital  ietteis.  The  examiner  pronounces  each  word  and  glTeeltsdeflnilion.  The 
competitor  ia  required  to  write  only  the  word  and  not  Its  definition. 

OpptmerU;  One  who  opposes;  as,  a  political  opponent.  Pretidait:  The  Chief  EiecnHve  of  the  United 
States.  CtHifun'sr.' Onewhoconqneis.  HTioImniu:  Healthful;  as.  wbolesomefood.  jlcAfcve;  To  gain; 
as,  to  achieve  success.  Tranqttil:  Quiet  or  peaceful,  Delaeh:  To  separate  or  remove;  as,  to  detach  a 
leaf  from  a  book.  Expensive:  Very  cimUj,  i>if«ue.' Deatb:a;,aperaon'sdecease.  Jfotieealile:  V/ortbj 
of  notice:  as,  a  noticeable  occasion.  Siupfdoiu.'  Exciting  suspicion;  as.  a  suapicioua  circumstance. 
nrraee:  A  laised  bank  oi  earth.  Sapjntig:  UaMnganumbetof  quick  blows.  Langaa^/e:  The  speech 
(da  people;  as,  the  English  language.  ScAcdute:  A  list  or  loTentory;  as,  a  schedule  of  prices.  Tying: 
Binding  or  fastening  with  a  cord.  Vvlgar:  Low  or  mean.  Oowte:  A  way  or  track;  as,  a  race  course. 
Eaiary:  A  staled  allowance  paid  for  services.    Chirago:  A  city  In  the  United  States. 

Second  Snblect— AifUumetlc— In  solving  problems  the  processes  should  be  not  merely  indicated, 
bntaJI  the  figures  uecesBsry  in  solving  each  problem  should  be  given  In  lull.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ans."  after  It. 

1.  Add  the  following,  and  from  the  sum  subtract  32,8SG,fil)6  (here  Will  b«  given  a  short  column  of 
Sgnres).  2.  Multiply7Aby3e.S,anddivldetbeprodact  byl.9!.  Solve  by  decimals.  3.  A  carrier  can 
assort  43  letters  or  87  papers  in  a  minute.  At  this  rate,  bow  many  bounwlll  it  take  him  toassort  3.655 
letters  and  186  pounds  of  papere.  averaging  7  papers  to  the  pound!  4.  A  lot  which  was  B3  leet  wide 
and  IfiO^eet  long  sold  for  18,347.50,  which  was  one-fourth  more  than  it  cost.  What  was  the  cost  per 
square  footf  B.  In  a  certain  nuiii  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  tbe  rate 
ol  B  papera  to  every  7  ounces.    How  many  papers  are  there  in  the  mail7    18  ounceB=l  pound. 

Thlrt  Subject— Letter  Witting.— The  competitor  la  permitted  to  write  on  eiOier  ol  two  subjects 
given.    The  following  subject  has  been  used; 

Write  a  letter  of  not  less  than  12S  words,  giving  your  views  as  to  the  advantages  derived  from  free 
public  libraries  In  the  principal  cilles  ol  your  .Slate.  This  exerolse  is  designed  chiefly  to  test  the 
competitor's  skill  in  stmple  English  composition.  In  rating  the  letter,  its  errors  in  form  and  address, 
In  spelling,  capitalization,  punctuation,  syntaii  and  style,  and  its  adherence  to  the  aubject,  will  be 
considered. 

Fourtli  8ab]act-~Penmanslilp.— Tbe  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  tonnation  ol 
words,  letters,  and  punctuation  marks  In  the  exercise  of  the  aubject  of  copying  from  plain  copy.  No 
psiticuUr  style  of  penmanship  is  preferred. 

FUtn  Sublect^-Coprlngrnim  Plain  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
precisely  as  In  copy.    All  omissions  and  mistakes  will  be  taken  into  consideration  In  rating  this 

Make  an  exact  written  copy  of  the  following: 

No  recommendation  ol  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  ol  bts  politi- 
cal or  religious  opinions  or  affiliations  shall  be  received,  liled,  or  considered  by  tbe  Commission,  by 
any  board  o(  eiamlnets,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
tions, or  In  imposing  poniahment  for  delinquency  or  misconduct,  penalties  like  In  character  shall 
be  imposed  for  like  offenses,  and  action  thereupon  shall  be  taken  Irrespective  of  the  polltloal  or 
reUglouBopinlonsorafflllatiOQsof  theoflenders.  Aperson  holding  a  position  on  the  date  said  posi- 
tion is  daesifled  under  the  dvil-aecvlce  act  shall  be  entitled  to  all  the  rights  and  beneflta  pnmoeeod  by 
penouB  ol  the  same  class  or  grade  appointed  upon  exomlnatloD  tmder  the  provMoru  ol  said  act. 
[ath  Dlst.] 
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Bmb  Bnbjset— (Senlee*  other  than  PiM(-ona)— GMcnph^.— N.  B.— Competitors  are  cau- 
tioned not  lo  exceed  tbe  requlremenu  of  tlie  questions  In  tbelr  answers,  as  Che  full  Talneof  a  point 
will  be  cbaige^  for  each  Incorrect  point  In  tbe  answer. 

1.  Name  Stalea,  as  loUowi:  Two  wliich  border  Florida  on  the  north;  two  which  border  Colorado 
on  the  north:  two  which  border  New  York  on  the  east;  two  whioh  border  Wisconsin  on  the  west; 
one  which  boiden  Oregon  on  tbeuoiCli;  one  which  boiden  New  Hampehlre  on  the  east.  2,  Name: 
ThetwolargMt  riven  which  border  on  Eentncky;  the  two  largest  lakes  which  border  on  UlcMgsn; 
the  two  largest  sounds  on  the  coast  of  North  Carolina;  the  two  bodies  oi  water  which  Che  Nla«aiB 
BiTer  coanecCs;  a  river  which  bordeia  on  Nevada;  the  river  on  which  Omaha  la  situated.  3.  (a), 
Name  the  capital  of  each  of  the  fullowlag-caiDed  States:  Washlngtoa,  Michigan,  Aikanaaa,  Uary- 
land,  Hanacbnsetti;  (A)  Name  the  meet  populons  city  in  each  of  the  following-named  States:  Peun- 
■ylranla,  Oregon,  Vermont,  Louisiana,  Illinois.  4.  In  what  State  Is  each  of  the  lOllowlng-iiamei) 
prominent  oltJM  located:  Ashevl]Ie,Tilikldad,  Amsterdam,  FlndlayiLTnchbuig,8cdalIa,  Walla  Walla, 
Keene,  Uacon,  SnpeiiorT 

BliUiBnbjeet—(P<»t- Office  Service)— Beading  AddressM.— Thia  eierotse  constaCi  of  theioidliiK 
oi  a  number  of  written  addresses^  which  are  photolithographed  on  one  sheet.  A  second  sheet  Is  fur- 
nished, which  contains  the  same  addressea,  these  addresses  being  printed  and  contalnlngerrorsofomla- 
lion,  soballtnClon.  or  Ineerdan.  The  competicor  is  required  to  indicate  tbe  errors  in  each  printed 
address  by  drawing  a  line  below  the  word  with  pencil,  thus,  Wilam  lor  William,  in  any  portion  of  a 
printed  address  which  is  not  a  corcact  copy  ol  tbe  written  addren.  He  should  not  draw  a  line 
thnmgh  the  inconect  woid  nor  write  the  correct  word  oyer  It.  He  should  iQdicate  any  words 
flgrar«8,  or  inlUali  omitted  on  the  printed  sheet  by  the  nse  ol'a  oaret,  thus,  A;  but  should  tnrr 
Indicate  the  omission  or  subatltation  of  a  particular  letter  in  a  word  by  the  use  Of  a  caret.  Words 
abhrcTiated  in  the  written  address,  bat  printed  in  full  in  the  printed  addren,  are  regarded  as  correct 
ilthe  correct  words  are  printed.  DiSeiencea  In  punctuation  or  capltallxatlon  are  not  n^arded  aa 
.   All  competlton  will  be  started  at  a  given  signal  and  will  be  stopped  together  at  the  end  ot 


WRITTEN  ADDRESS— CORK E(^. 


Q7'-^^*««««6«<-', 


PBIHTBD  ADDRESS— WITH  BREORS  NOTED. 


BESS— CORRECT. 


FBINTBD  ADDRESS— WITH  ERBOB8  NOTBD. 
HkK*  a  a.  T^Chandla, 
Fittt  Thompson.  Alden  County.  J 


:vGoo<^Ic 
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TBIBD-GRADB  BXAMINATIOM'. 

1.  Spellimo:  Twenty  simple  words  in  ordinary  use.    3.  ABiTHUBnc:  Embiacee 

addition,  Bubtraction,  multiplication,  and  division  of  whole  numbers  and  oE  Unit«d 
States  money.  3.  Lbttkk  wkiting  :  Test  in  the  use  of  the  English  lanK""**  ^or 
business  correspondence.  4.  Pbnmamship:  Marked  on  lability,  rapidity,  neataesi, 
and  general  appearance.  5>  Copvino  pkou  plain  copy  :  An  esact  copy  of  a  few 
printed  lines,  in  competitor'a  handwriting.    6.  Exfeeixkcb. 

The  following  qneetiona  and  tests  which  have  beenlneed  indicate  the  general  char- 
acter of  these  sabjecta : 

Pint  Subject— apeIlliiK>—SpeIIlii{:  Is  dictatedjby  the  ezamtner.  The  woMa  aie  written  by  tbeooai- 
petltorin  the  blank  epaces  Indicated  on  (be  flrat  sheet  ol  the  eiuulnatlon.  All  words  should  be  iwlii- 
menoed  with  capit&l  letten.  The  ezamlDer  pconouncee  each  word  Mid  glvea  iU  deflnltlaa.  The 
oranpalltor  ie  lequlred  to  write  onl^  the  woid  anil  not  11a  deOnltlon. 

Sagar:  Aawaet  substance  made  [ram  the  juice  of  the  si^ar  cane.  FlnljK.'  Bomethlng  given  as 
■ecurltf .  Oahier:  One  who  has  charge  of  oioney  In  a  bank,  figart:  A  mark  rei«eeeDUngannmbci. 
Carrying:  Conveying' or  transporting  in  any  way.  Brtadlh:  Thenieasnrefromiddetocide.  Shot:  The 
Bzoount  of  paper  made  In  one  body  or  piece;  afl,  a  sheet  of  paper.  EaaHy:  In  an  easy  mantier.  yrtnt^ 
tter.' The  border  or  limits  of  a  country.  Patience:  Theatat«ot  quality  of  being  patient.  Gaett;  the 
act  of  guesElng;  as,  to  gaete  at  one's  weight.  TTireoC-  The  act  of  threatening;  as,  to  make  a  threat. 
Btamotid:  A  precious  gem.  Villi:  To  go  to  see;  as,  to  visit  a  friend.  Stpair;  To  mead  or  make  over, 
as,  to  repair  clothes.  People:  The  body  of  persons  composing  a  oaUon;  aa,  the  American  people. 
Stguire:  To  be  In  need  of;  as,  to  require  money.  Sroise.-  Soft  animal  lat.  Atuwer:  To  reply  to:  as, 
to  answer  a  letter.    £xi»t:  To  live;  as.  to  exist  in  poverty. 

Second  Subject— AritbmeUc— In  solving  problems  the  procenes  should  be  not  merely  Indicated, 
hut  all  the  figures  necessary  In  solving  each  problem  should  be  given  in  fuii.  The  answer  to  each 
problem  should  be  indicated  by  writing  "  Ans."  after  it. 

1.  (This  queaUon  will  consist  ol  a  short  column  ol  Bgvaea  to  be  added.)  2.  Divide  2, 408,688  by 
4,732.  3.  Moltlply  8,643  by  «a8.  and  then  subtract  eS,T4fl.  4.  A  merchant,  who  spent  (226,  bought 
66  pounds  of  batter  at  SO  cents  per  poand,  84  barrels  of  apples  at  t2.£&  per  barrel,  and  spent  the 
remainder  for  coffee.  How  much  did  he  spend  for  coflee?  B.  During  the  month  of  August  450.000 
bushels  of  wheat  were  shipped  from  a  certain  port.  During  September  S7,II60  more  bushels  were 
slilpped  than  during  August.    What  waa  the  total  anlnbei  of  busliela  shipped  in  the  two  monthsf 

Tblrd  Sublecl— Letter  WiKlns^— The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 
ject given.   The  following  eabject  baa  been  used ; 

Write  a  letter  contaialng  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by 
mankind  from  the  art  of  printing.  This  eieiolse  is  designed  chiefly  to  test  the  competitor's  skill  in 
simple  English  composition.  In  ratt:^  the  letter  Ibi  errors  in  form  and  address.  In  spelling,  capilal- 
iialion,  punctuatioii,  syntai,  and  style,  and  its  adherence  to  the  subject  will  be  oooaidered. 

Fourth  Subject— Penmanahip.— The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  coirectneas  and  Dniformlty  in  the  formation  of 
words,  letters,  and  punctuation  marks  in  the  exercise  of  the  fifth  subject — copying  from  plain  copy. 
Ho  particular  style  of  penmanship  1»  preferred. 

■Wth  Subject— Copying  trom  Flaln  Copy.— N,B,— Forsgiaph,  spell,  capitalize,  and  punctnate 
precisely  as  In  the  copy.  All  omissions  and  mistakes  will  betaken  into  consideraUon  in  rating  this 
subject, 

Make  an  exact  viriOen  copy  of  Vtefottovring: 

The  present  postal  p<dicy  isto  carry  newspapers  in  some  cases  free,  and  in  all  other  cases  at  much 
lower  rates  of  postage  than  Is  charged  for  letters;  the  one  being  for  the  public  weal,  while  the  othar 
Is  for  private  beneflt.  If  the  telegraph  becomes  a  part  ol  the  service,  it  will  still  be  the  duty  of  the 
Department  to  transmittel^rams  lor  the  press  at  much  lower  rates  than  for  private  Individuals. 

BRIEF  OUTUNE  OF  THE  RUI.E8  FOR  RATING 
EXAMINATION  PAPERS. 

As  soon  as  practicable  after  an  examination,  tbe  papers  of  the  iximpetitore  aie 
rated  and  tbe  average  percentage  of  each  ascertained,  and  competitors  Dotified 
whether  they  pass  or  fail.    The  followin);  ia  a  brief  outline  of  tbe  mles  for  rating: 

1.  FOi  each  error  in  gpelltng  when  the  exercise  coiulstB  ol  20  words I> 

a.  For  each  error  in  capitalization 1 

3,  f«reach  taUnretonseortoreach  wropguteof  the  hyphen  and  foreach  improper  division 

of  a  wort  into  a  compound  word  when  required  to  be  written  solid 3 
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Prom  100 


1.  For  each  vmng  pioEfss,  producing  Incorrect  leault,  in  proportion  to  tbe  number  ol  steps  In- 

volved and  gravity  of  error lu  to  100 

2.  Fur  decimal  error  and  lor  each  cvasloD  of  a  decimal  or  common  fraction  lest --^.^ 26 

3.  For  each  error  in  computation  or  In  copying  from  the  printed  question  or  from  work...... ..  10 

4.  For  ininareiTDis,  such  as  wrong  Indication  oracorrectprocfss.liicorrect  or  liiconglGteDtpuDCtu- 

stlon.  Improper  use  o(  symbols  of  designation,  improper  or  incorrect  dcElgnation  of  a  partial 

or  final  rrault,  etc S  to  10 

s.  For  bllure  to  show  work  as  required  In  solutloa  ot  problems 26  to  TS 


In  rating  the  letter,  its  errors  in  form  and  address,  in  spelling,  cspltallistlDn,  punctuation,  syntax,  oad 
style,  and  lb  adberenoeto  and  trestment  of  the  subject  given  ore  considered,  and  its  value.  In  the  Judg- 
ment of  the  eiamlners,  determined  on  a  scale  of  100. 

In  detomining  the  rstlog  Car  letter  writing  it  is  proper  for  the  eiamlner  to  be  guided  in  a  general  way  by 
the  following  scheme:  Excel)eDt,e5toQa;  good,S0to80;  falr,S0to70:  ordinary,  70  to  eO;  pobi,Mto50;  very 
poor,  60  to  25;  practically  worthless,  25  to  0. 

In  general,  in  addition  to  conciseness  and  completeuess  of  the  summary,  the  same  elements  will  be  ooi^ 
sidered  In  rating  this  subject  as  are  considered  hi  rating  letta  wilUng,  and  the  ratings  will  be  determined 
upon  practically  the  same  basis. 


Penmanship  is  rated  according  to  its  value  on  a  scale  of  100.  In  determining  the  raOng,  le^btllty,  rapid- 
ity, neatness,  and  general  appearance,  as  well  as  correctness  and  imifOrmity  in  the  formation  of  wtv^ 
letters,  and  pimctuaClDn  marks,  are  considered,  and  It  b  proper  lor  examiners  to  be  guided  In  a  goieral  way 
by  the  following  scheme:  ficellent,  90  to  86;  very  good,  85  to  80;  good,  SO  to  7S;  ordinary,  75  to  TO;  poor, 
70  to  65;  very  poor,  05  to  50;  Iwlow  the  grade  of  "very  poor,"  50  to  10- 


1.  For  each  word  or  figure  omitted,  repeated,  substituted,  or  Improperly  inserted 6 

2.  For  each  error  in  spelUng,  for  each  transposition.  Cor  each  abbreviation  not  in  the  copy,  for  each 

fallore  to  capitalize  according  to  copy.  Cor  each  Cailure  to  punctuate  according  to  copy,  for 
each  failure  to  Indent  margin  as  in  copy,  lor  each  error  In  paragraphing,  and  for  Im^larity  in 
left-hand  margin , 6 

3.  For  each  misdivision  of  a  word  at  the  end  of  a  line,  for  each  omission  or  Improper  use  of  the 

hyphen  hi  dividing  a  w«d  at  the  aid  of  a  line,  tor  each  word  altered,  hiterlined,  or  canceled, 

for  each  blot  or  minor  erasure,  If  not  neat I 

4.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  charge*  are  made  In  the  discre- 

tion of  the  examiners. 

RULES  TOR  RAUNd  COFTIHO  AND  CORRICTINO  HAinj3CRlFT,  mOT  QRADE.  FtOm  100 

dedDCt— 

1.  For  each  oTor  in  spelling  (only  one  change  to  be  made  for  the  repeated  misspelling  of  tbe  same 

word  In  the  same  manner);  fOr  each  error  in  syntax  (no  charges  to  be  made  Kir  consequential 
errors);  for  each  word  omitted,  inserted,  or  aulHtltuted  which  avoids  a  lest  or  causes  an  essen- 
tial change  In  meaning;  (or  foUure  to  write  any  transposition.  Insertion,  or  luclasure  as  indi- 
cated; lor  restoring  a  word  or  words  canceled  in  tHecopy  (only  3  lotiecharged  for  restoring 
any  group  ot  words  canceled  together  In  copy);  for  each  important  word  omitted  from  aphrsse 
or  other  group  of  words....,.- 3 

2.  For  making  any  transposition  of  a  word  or  group  of  words  not  Indicated;  lor  each  abbreviation; 

lor  liregnlarlty  In  left-hand  margin  (In  each  of  the  three  cases  Indicated  according  to  gravity 

ol  error) i  lo  3 

3.  For  wrlthig  part  of  the  exercise  and  then  conunenoit^  again;  for  signing  name s 

4.  For  «wA  change  In  tense  n  nnmber  which  does  not  result  in  an  error  ol  syntax  or  radical  change 

in  meaidng  (only  one  charge  to  be  mado  for  a  consistent  sequence  of  changes);  tor  each  word 
omitted.  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  lest  or  cause  an  essential 
change  In  meaning;  Cor  each  error  In  capltaliiation,  punctustion,  indentation,  paragraphing, 
or  in  dlvlsian  of  words;  lor  eadi  omission  of  the  hyphen  or  for  placing  it  at  the  begliming  of 
the  line  histead  of  at  the  end  of  the  preceding  line  (total  charges  in  either  case  not  to  exceed 
6);  for  stenographic  periods  (only  onecharge  in  exercise);  for  ee<^  blolv  each  word  Interlined 
orconceled,  each  alteraticHi  or  erasure  If  not  neat  (not  more  than  S  to  be  charged  for  any  one 
tnterlineatioa,  cancellation,  alteration,  or  erasure);  for  omitting  an  unhnpottont  word  from 

phrases  or  otber  groups  of  words;  for  Che  omission  or  Insertion  of  a  stroke  in  a  letter 1 

B-  For  paraphrasing  the  language  of  the  text,  according  to  gravity  of  erxor. .......................  5  to  IflO 
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In  latlng  this  subject  each  ansver  Ls 


id  la  tb«  Jodgmeat  of  the  n 


Wb«i  the  qiKatlon  requlrea  Id  the  answer  B  specified  number  of  Stst«,  couatiiea.  dtiea,  rivers,  or 
of  waUra,  etc,  ead  Uie  answer  Dootafos  b  (trmter  Dumber  tban  Is  required  by  the  gueatloD,  (soh  In 
part  or  point  shall  be  cbarKed  tbe  value  ol  a  required  part. 


The  rating  on  this  subject  Is  (or  accuraoy  imlf.  A  charge  o(  2  la  ir 
the  eiTora  on  the  prlDled  sheet  when  compared  with  the  correct  w 
between  the  sum  ol  the  errors  thus  loond  and  100  Is  the  ratii^  on  I 


The  geography  will  be  rated  as  Indicated  above. 

In  ratbig,  each  answer  will  be  rated  In  the  judgment  ol  tbe  examiners  according  to  Its  value  on  a  scale 
of  100. 

When  the  question  requires  In  the  answer  a  specified  number  of  parts  or  points,  and  tlie  answer  given 
iDcludfs  a  greater  number,  each  Incorrect  part  or  point  shall  be  chained  the  value  ol  a  required  parL 
By  order  of  the  ComiiuBsion: 
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USE  THI8  BLANK  WHEN  WRITING  FOR  APPLICATION 
FORM. 

FeraoDB  desiring  to  be  examined  for  any  of  the  poeitiona  referred  to  in  this  pam- 
phlet ehoold  flTHt  read  carefnily  the  inetructlona  conttuned  in  the  pamphlet,  as  appli- 
cation fonne  are  only  issued  and  accepted  for  certiun  examinations  between  dates 
specifically  ehown,  and  for  others  only  when  examinations  me  required  to  meet  the 
needs  of  the  service.  If  an  examination  is  to  be  held,  the  hlank  form  below  should 
be  torn  off,  filled  out,  and  mailed  to  the  district  secretary. 

FoBM  1372— Request. 

, 19t    , 

(D«le.) 

SECRBrARV,  Sixth  Civil-Servick  District, 

OinminaU,  Ohio: 

Please  mail  to  the  address  given  below  application  form ,  in  order  that 

1  may  take  the esaminatioii 
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4.  All  civil-aervice  work  pertaining  to  the  poeitione  named  in  section  3  Ib  under  the 
direction  o(  a  district  secretary,  subject  to  the  auperviHion  of  the  United  States  Civil 
Service  Commission.  The  address  of  the  district  secretary  is  "Secretary,  Fifth 
Civil-Service  District,  Post  Office,  Atlanta,  Ga." 

5.  For  infonnatdon  concerning  vacancies  and  ealariee  of  positions  in  any  Federal 
office,  inqniry  should  be  made  of  the  oficial  in  charge  of  the  offic& 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  positions  covered  by  this  publication  are  filled  by  open  com- 
petitive examination,  nnlees  filled  by  reinstatement,  transfer,  or  promotion.  Persona 
who  wish  to  take  any  of  the  examinations  described  should  follow  the  directions 
contained  in  this  pamphlet.  In  writing  for  application  forms  or  for  information  the 
name  of  the  esaminatioa  desired  should  always  be  stated.  The  application  form 
when  received  should  be  carefully  filled  out  in  accordance  with  the  instructions 
printed  thereon  and  mailed  without  delay  to  the  secretary  of  the  Fifth  Civil-Service 
District,  Atlanta,  Ga.  If  the  application  is  received  by  the  district  secretary  witbin 
the  period  prescribed  for  the  receipt  of  applications,  and  the  applicant  is  found  to 
be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him  in  ample  time 
toadmitbim  to  the  examination  if  a  mental  test  is  required.  If  an  average  percentage 
of  70  or  more  is  attained  in  the  examination (65  or  more  in  the  caseof  persons  honor- 
ably discharged  from  the  United  States  military  or  naval  eexvice  for  dftabUiiytTieiirred 
in/fteitneo/diif^),  the  applicant  becomes  an  "eligible"  (that  is,  el^ble  for  appoint- 
ment when  reached  in  the  order  of  his  standing),  and  his  name  ia  placed  on  a  "regis- 
ter of  eligibles."    (See  p.  22.) 

7.  A  large  numberof  communications  are  received  in  which  the  writers  fail  tc^nve 
their  fall  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
office  addressee  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
fail  to  reach  thedistrict  secretary  on  account  of  not  having  sufficient  postage  attached. 
Usually  at  least  4  cents  is  required.  It  is  not  necessary  to  inclose  posta^  stamps  in 
order  to  secure  a  reply  from  the  district  secretary. 

PERSOHS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  he  sufficient  cause  for  excluding  a  person  from  exami- 
nation: 

(a)  That  he  is  not  a  citizen  of,  or  does  not  owe  all^iance  to,  the  United  States. 
(See  sec.  24.) 

(b)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limit     (See  sec.  21. ) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  toberculosie,  paralysis, 
epilepsy,  blindness,  loss  of  both  arms  or  both  l^s,  loss  of  arm  and  leg,  badly  crip- 
pled or  deformed  hands,  arms,  feet,  or  legs;  uncompensated  valvular  disease  of  the 
heart,  locomotor  ataxia,  cancer,  Bright's  disease,  diabetes,  or  is  otherwise  physically 
disqualified  for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  eTcess. 
(«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 

permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.  (Written  permission  most  be  filed  with  the  formal  application.) 
(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  E^iun  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
altliough  a  full  year  may  not  have  elapsed, 
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(s)  That  he  has  been  dismiBBed  from  the  Fedenri  eerviue  for  delinquenc]'  or  mis- 
condoct  within  one  year  precediog  the  date  of  hia  application.  Whether  or  not  an 
application  will  be  accepted  after  the  exiHratimt  of  a  year  from  a  person  diamiBeed 
from  the  Bervice  reete  with  the  Commiflsion,  and  each  case  of  this  character  will  be 
considered  on  its  individual  merits. 

(h)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  ^ain  applies  within  one  yw  from  the  dat«  of  the  expiration  of 
his  probationary  service.    (See  sec.  184.) 

(i)  That  he  has  made  a  false  statement  in  his  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  hia  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notorionaly  dif^racefal  ctmduct. 

(j)  That  be  has  been  dishonorably  dischai^ed  from  the  military  or  naval  service  of 
the  United  States. 

DEAF-MUTES.  * 

9.  The  President,  on  April  7,  1909,  iasued  the  following  order  in  r^ard  to  the 
admission  of  deaf-mutes  to  civil-service  examinations: 

Deaf-mulea  may  be  admUlad  to  exam  InatlonB  for  all  places  In  the  classified  civil  service  ot  tbeDnlMd 
EtatawboseduUeB,  in  the  opinion  ol  the  heada  of  the  several  executive  departments,  they  may  be  COD- 
Bldered  capable  of  perfoimliiK,  and  each  deputin«it  will  furnbh  to  the  Civil  Bervice  Cdinminion  a 
list  of  such  poalcioiu.  which  list  shall  notbechaogMd  without  previous  □otlce  lotheCommlsslMiaiid 
In  accordance  with  wbich  tbe  Commission  shall  certify  or  ivithhold  (rom  certiflcatfon  deaf-mutes  as 
tbey  are  reached  In  their  order. 

Form  1786,  containing  a  list  ot  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  npon  requeet. 

PREFERENCE  IN  APPOINTMENT. 

10.  Section  1754of  the  Revised  Statates  provides  that  persona  honorably  discharged 
from  the  military  or  naval  Bervice  by  recuon  of  diaabUity  Toaiiing  from  woundt  received 
or  sickneti  incurred  in  the  line  of  duty  shall  be  preferred  for  appointment  to  the  civil 
offices,  provided  they  are  found  to  possess  the  businen  capacity  neceaaary  for  tbe 
proper  discharge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed  pref- 
erence by  the  CommiBsion  has  the  following  advantages:  (a)  He  is  released  from  all 
age  limitationa;  (b)  he  haa  to  att^n  an  average  percentage  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  attained  an 
average  percenter  of  65,  hia  name  la  placed  on  the  register  above,  and  is  certified 
before,  thoaeof  persons  who  have  not  been  allowed  preference;  and  (d)  he  is  released 
from  the  law  and  rules  relating  to  apportionment  of  appointments.  (Appointments 
outride  of  Washington,  D.  C.,  are  not  apportioned.)  If  on  tbe  same  register  the 
namee  of  more  than  one  preference  claimant  appear,  the  name  of  tbe  claimant  having 
the  highest  average  percentage  will,  of  course,  head  the  list.  Preference  under  this 
eectioD  does  not  apply  to  promotion  examinations  or  to  ezaminationa  for  the  Philip- 
pine Service, 

OTHER  GENERAL  INFORMATION. 

11.  A  person  holding  a  classified  poettion  will  not  be  permitted  to  compete  in  an 
examination  of  the  same  kind  as  that  given  for  the  poaition  occupied  or  of  the  kind 
wbich  reaulted  in  appointment  to  the  service  until  after  three  yeare  from  the  date 
of  appointment.  This  i^alation  does  not  apply  to  a  person  who  has-been  examined 
tor  and  appointed  to  the  Field  Service  and  desires  to  be  examined  for  the  Depart- 
mental Bervice  at  Washington,  D.  C,  the  Isthmian  Canal  Service,  or  the  Philippine 
Service,  or  vice  versa.  Neither  does  it  apply  to  a  person  who  is  to  be  dismissed  from 
the  service  within  tbe  three-year  limit  on  account  of  neceesary  reduction  of  force  and 
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who  has  DOt  been  examined  within  approximately  one  ye&r  from  the  date  of  the  ex- 
amination te  which  mch  person  Beeka  entrance.  It  is  not  necessary  for  a  person  to 
resign  a  Government  poeitioa  in  order  to  take  an  examination  for  a  position  of  a  kind 
different  from  that  occupied  and  of  a  kind  different  from  that  which  results  in 
appointment  to  the  service. 

12.  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  the 
examinations,  not  through  a  lack  of  knowledge,  hut  lamely  through  haste  and 
carelessness  in  reading  and  interpreting  questions  and  in  writing  the  anawere.  In 
filling  out  the  application  great  care  should  be  exercised  to  comply  with  every 
requirement.  In  the  examinations,  while  competitors  must  complete  their  work 
within  a  prescribed  period,  the  time  allowed  is  ample  for  the  careful  consideration 
of  every  qneation  given. 

13.  The  timeof  filing  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register,  as  when  two  el^bles  have  the  same  aver^^  the  one  whose 
application  isfiled.incompleteform  first  is  placed  on  the  r^pster  ahead  of  the  other. 

14.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  ex. 
amined  mnst  be  made  in  writing  and  he  received  by  the  district  secretary  on  or 
before  the  date  set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change 
will  be  made. 

15.  Vnder  leotlon  E8  of  the  Oilmlnal  Code  of  the  United  States  any  fidse  statement 
in  an  applfoatlon,  alteiatton  of  b  vonctaer  or  certificate,  or  the  presentation  to  the  Com- 
mtSBlon  ol  a  paper  contafnlng  Bnch  false  statement  or  alteration,  fs  a  violation  of  the 
Uw.  A  number  of  persons  galltj'  under  the  statute  mentioned  have  been  convicted. 
The  United  States  Supreme  Court  hat  held,  that  It  Is  not  essential  to  eluu^  at  prove' 
an  actual  financial  or  property  loss  to  make  a  case  ol  defrauding  the  United  States 
under  the  statute. 

16.  The  Commismon  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postage  is  folly  preptud.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  aent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  ezaminotian  desired. 

17.  Personawho  haveapplied  for  an  examination  or  who  have  passed  an  examina- 
tion should  keep  the  district  secretary  iniormed  of  any  change  of  post-ofiice  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  shonld  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  and  date  of  the  examination  taken,  and,  if 
educational,  the  place  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptiy  as  possible,  and  com- 
petitors arenotified  of  their  averagee  as  soon  astheratingof  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commisrion 
to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  sach  family  shall  be  eUgihle  for  appointment  to  any  of  the  said  grades.  The 
Attorney  General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  mote 
members  of  a  famUy  are  in  the  public  service  in  the  gntdes  covered  by  the  civil- 
service  act  the  Commission  is  authorized  and  required  to  withhold  from  certification 
the  name  of  any  other  member  of  such  family.  If,  on  inspection  of  on  application 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family 
are  in  the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise 
eligible,  bat  hie  name  will  not  be  certified  for  appointment  so  long  as  two  or  more 
members  of  his  family  are  in  the  service. 
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20.  A  person  ehown  by  hie  application  not  to  have  more  than  one  member  of  bis 
family  employed  in  the  service,  and  who  is  therefore  apparently  eligible  for  certifi-  ' 
cation  and  appointment,  may  become  ineligible  through  the  appointment  of  other 
membera  of  bia  family  eubaequent  to  the  filing  of  hie  application.  Every  elifiible 
most  therefore  promptly  inform  the  district  secretary  when  anyadditional  members 
of  his  family  are  appointed  to  the  classified  aerrice,  and  he  is  warned  that  if  he  fails 
to  thus  notify  the  district  secretary  and  there  results  a  tender  of  appointment  which 
he  accepts,  bis  appointment  will  be  illegal  if  two  members  of  his  fomiiy  are  then 
employed  in  the  clBaaifled  service,  and  any  expense  incurred  in  reporting  for  doty 
or  otherwise  will  be  at  his  own  risk. 

21.  When  age  limitations  are  preecribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  the  examination  if  on  the  date  thereof  he  baa 
reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  his  twentieth  birthday,  and  be  will  not  be  admitted  to  examination  if  on  the 
datethereofhehasreachedhisfortjethbirthday.  (Seesec.  8(6).)  The  age  limits  for 
all  examinations  are  waived  in  the  case  of  persons  honorably  discharged  from  the 
United  States  military  or  naval  service  bt/  reama  of  diaainlity  TOuUing  Jrom  vxnmdt 
received  or  lidmaa  xTicurred  in  the  line  of  dub/. 

22.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

23.  If  the  needs  of  the  service  makesuch  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  dat«  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

24.  All  applicants  must  taaite  oath  in  their  implications  to  their  United  States 
citizenship  or  all^fiance.  In  the  case  of  a  foreign-bom  citizen,  dtizenship  must  be 
fully  proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  diSers  in  any  particular 
from  the  applicant's  name  as  it  apfieors  in  the  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  by  submitting  the  affidavits  of  two  disinterested  citi- 
zens to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate 
was  issued. 

(6)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with 
affidavits  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 
person  so  naturalized. 

(e)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  evidence  of 
marriage,  accompanied  by  the  final  naturalization  certificate  of  the  husband,  must 
be  submitted. 

((j)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
the  husband  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 
native  citizen.  Such  affidavits  shonld,  if  possible,  show  place  and  date  of  the 
husband's  birth. 

(«}  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested 
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citizena  to  the  facts  aa  claimed.  If  the  parents  are  naturalized  citizens,  their 
citizenship  must  be  proved  as  in  {&)  above. 

'  (/)  If  the  ftpplieant  haa  be«i  honorably  dischai^ed  from  the  R«guiar  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  citizenship  upon  filing  petitloD  with  the  proper  court,  as 
provided  by  section  2166,  Revised  Btatntes. 

{g)  If  the  applicant  haa  been  honorably  diacharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corps  after 
one  enlistment,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  as  provided  by  28  Statnfea  at  I^rge,  p^e  124. 

25.  An  application  from  a  foreign-born  person  claiminu  citizenBhip,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalisation  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  issued  them,  or,  if  the  recorda  of  the  court  are  destroyed  a  new  certificate  should 
be  obtained. 

26.  Whenever  a  person  haa  filed  with  the  Commiaaion  proof  of  citizenahip  in 
connection  with  an  application  for  examination  it  ia  not  necessary  to  file  such  proof 
with  a  subseqaent  application,  but  be^ould  atitelnsuch  application  the  kind,  date, 
and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 
citizenahip. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

27.  The  Commission  has  no  connection  with  any  civil-service  school  or  institute 
doing  huainess  by  correapondence  or  otherwiae,and  haa  no  information  to  furnish  in 
regard  tosucb.  Representatives  of  schools  are  not  permitted  to  inspect  tbe  examina- 
tion papers  of  competitors.  Authentic  information  in  regard  to  examinatiouB  may  be 
obtained  only  from  the  United  Statea  Civil  Serrlce  Commiaaion  or  the  district  secre- 
tary, and  without  cost 

FIRST,  SECOND,  AND  THIBD  GRADE  EXAMINATIONS. 

28.  For  positions  in  field  branches  of  the  service  which  require  a  mental  test  but 
do  not  require  technical  qnalificationB,  esamlnations  ot  three  gmd^  or  d^rees  of 
difficulty  are  held,  namely: 

First-Krade,  or  clerical. 
Second^ade,  or  minor  clerical. 
Tliird-grade,  or  sni>clerical. 

29.  Eliglbles  on  tlie  first  and  third  grade  re^lstera  wiU  be  certified  for  flUlnE 
vacancies  as  lliey  may  occur  In  any  field  branch  In  posittons  covered  by  the  grade 
of  examination  they  have  passed.  ( See  rcKnlations  governing  certlfioatlons,  page  22.) 
A^llcants  for  the  first  and  third  grade  examinations  ihonld  therelore  apply  for  "  all 
services"  In  their  applications,  unless  there  are  one  or  more  services  in  which  they 
will  not  accept  appointment.  In  this  event  they  should  speclficallf  enomeiate  in  their 
applications  the  services  In  which  appointment  Is  NOT  desired  la  order  that  tbelr 
names  maynotbe  certified  for  those  services.  The  second-grade  examination  1>  given 
for  the  positions  of  clerk  and  carrier  in  the  Foat-Offloe  Servioe,  and  seldom  for  any 
other  poBltlons. 

30.  A  request  for  a  change  in  the  designation  of  tbe  services  in  which  employment 
is  or  is  not  desired  must  be  made  in  writjng;  otherwise  no  change  will  be  made. 

31.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the 
same  date  or  during  the  same  series  of  examinations.  A  request  for  a  change  in  the 
grade  of  examination  desired  by  an  applicant  must  be  made  in  writing  and  be 
received  by  the  district  tecretary  on  or  before  the  date  set  for  the  close  of  the  receipt 
of  applicatioiu;  otherwise  no  change  will  be  made. 
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THE  FIRST-GRADE,  OR  CLERICAL, 

sacription  oE  esamination,  eample questions,  etc,  see  p^^  25.) 

D  ^e  limit  for  admiesion  to  this  ezamiDation  ia  18  years,  there 
1  age  limit;  but  no  person  onder  21  years  of  age  on  the  day  of 
examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper, 
ganger,  or  storekeeper-gaoger  in  the  Internal -Re  venue  Service;  and  no  person  under 
21  or  more  than  45  years  of  a^  on  the  day  o!  examination  will  be  eligile  for 
appointment  aa  day  inspector  or  aseistaat  weigher  in  the  Customs  Service,  or  to  any 
position  in  that  service  whose  duties  are  partly  those  of  inspector. 

33.  Application  form  1371  is  required. 

34.  This  examination  ia  given  for  the  positions  of  assistant  weigher,  day  inspector, 
clerk,  inspectrees,  storekeeper  (classed  as  clerk),  cashier,  deputy  officer,  ganger,  and 
sampler  (general  merchandise),  in  the  Cnatoms  Service;  clerk,  office  deputy  collector, 
division  deputy  collector,  giauger,  storekeeper,  and  slorekeeper-gauger,  in  the  Intemal- 
Revenne  Service;  the  position  of  office  deputy  United  States  marshal,  and  clerical 
positions  requiring  similar  qualifications  in  the  services  named  and  other  field 
branches.  Persona  desiring  examination  for  any  of  these  positions  should  apply 
tor  the  "  Firat-Grade,  or  Clerical,"  esaminatjon. 


35.  This  examination  will  be  held  annually  o 

n  the  first  Saturday  in  February,  at 

the  following-named  places,  except,  where  the  number  of 

eligibles  on  the  register  in 

meet  the  needs  of  the  service,  the 

will  be  postponed  nntil  the  next  year:' 

Alabama: 

Georgia: 

South  Carolina: 

Birmingham. 

Atlanta. 

Beaufort. 

Mobile. 

Augusta. 

Charleston. 

Montgomery. 

Columbia. 

Florida: 

Macon. 

Georgetown. 

Cedar  Keys. 

Savannah. 

Greenville. 

Gainesville. 

Tennessee: 

Jacksonville. 

Greenville. 

Bristol. 

Key  West. 

Unltport. 

Chattanooga. 

Miami. 

Hattiesburg. 

Knoxville. 

Pensacola. 

Jackson. 

Memphis. 

Tallahassee. 

Meridian. 

Nashville. 

Tampa. 

Vicksbni^. 

36.  Applications  blanks  may  be  secured  between  the  Ist  of  Octoljer  and  the  2d  of 
January,  either  from  the  local  secretaries  at  the  post  offices  or  customhouses  in  the 
cities  named  or  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga. 
To  receive  consideration  for  the  February  examination,  applications  must  he  filed 
with  the  district  secretary  at  Atlanta  not  later  than  the  hour  of  closing  business  on 
Jamiary  2.    Applications  received  after  the  time  specified  will  not  be  accepted. 

37.  Shonld  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nationg  at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annnal  examination  in  February,  due  announcement  of  such  extra  examinations  will 
be  made. 

38.  A  person  who  has  passed  the  first-grade  examination  for  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the 
examination  in  anothereity.  (See  sec.  8  (/). )  A  peraon  who  fails  in  thf 
tion  may  take  the  next  examination,  regardless  of  the  time  intervening. 
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ORADB,  OR  MINOR  CI.ZIRICAI1,  EXAMINATION. 

(For  deacription  of  examination,  sample  queetiom,  etc.,  see  pages  26  and  27.) 

39.  Thia  examination  is  given  for  Ihe  poaitione  of  clerk,  and  carrier  for  citv  delivery, 
in  the  Pocrt-Office  Service,  and,  infrequently,  for  minor  clerical  poeitiona  in  other 
aervicea.  Full  informatioD  concerning  the  Post-Office  Service,  iocluding  dates  and 
places  of  examinationa,  will  be  found  on  pa^ea  11  to  15,  inclusive. 

40.  Should  vacancies  occur  in  minor  clerical  poaitions  in  field  branches  of  aervioes 
other  than  the  Post-Offlce,  they  will  be  filled  by  examination  conaiBtinR  of  the  second- 
grade  enbjecte  aa  ahown  on  page  27,  omitting  the  test  in  reading  sddreaaea,  and  with 
the  addition  of  auch  other  teats  aa  may  be  deemed  neceaaary.  Such  exiuninaUona 
will  be  held  only  when  eligiblea  are  needed  and  will  be  duly  announced. 

THE  THIRD-ORADB,  OH  STJBCI^BRICAL,  KKAMINATIOTf. 

(For  description  of  examination,  sample  questions,  etc.,  seepages  25  and  29.) 

41.  The  minimum  age  limit  for  this  examination  is  18  years;  lliere  i&  no  maximnm 

42.  Application  and  examination  Form  1371  (isaue  of  December,  1911,  or  laftr), 
including  the  medical  certificate,  ia  required. 

43.  This  examination  ia  given  for  the  poeitiona  of  attendant,  foreman,  and  n^fat 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer, 
akilled  laborer,  and  positions  requiring  similar  qnalificatlona,  in  the  service  named 
and  other  field  branches.  Specific  information  concerning  examinationa  for  the 
positions  of  elevator  conductor  and  messei^er  boy  will  be  found  on  page  20. 
Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  poaitiona, 
except  elevator  conductor  and  messei^^r  boy,  should  apply  for  the  "Third-Grade, 
or  Sabclerical,"  examination. 

44.  The  t«rm  "skilled  laborer,"  or  "classified  laborer,"  as  here  ased  is  not 
intended  to  embrace  the  mechanical  trades,  which  are  commonly  referred  to  as  being  . 
skilled  labor.  In  the  aense  in  which  it  is  used  in  this  pamphlet  it  means  a  person 
whose  dntJee  are  general  and  miscellaneous,  below  those  of  the  clerical  grade,  usually 
below  those  of  the  minor  clerical  grade,  and  above  the  grade  of  mere  manual  labor. 
In  establiahments  of  the  Ordnance  Department  at  Large  many  minor  clerical  poeitiona 
are  des^nated  as  "skilled  office  laborer,"  which  positions  are  filled  by  second- 
grade  examination.     (See  sec.  116.) 

45.  The  third-grade  examination  will  be  held  annually  on  the  first  Saturday  in 
February  at  the  following-named  places,  except,  where  tiie  nmnber  of  eligiblee  on 
the  regiister  in  any  case  is  sufficient  to  meet  the  needs  of  the  aervice,  the  examina- 
tion for  that  place  will  he  poatponed  until  the  next  year: 

Charleaton,  S.  C.  Mobile,  Ala. 

Key  West,  Fla,  Montgomery,  Ala. 

Memphis,  Tenn.  Savannah,  Ga, 

46.  Application  blanks  may  he  secured  between  the  1st  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  in  the  cities  named  or  from  the  secretary  of 
the  Fifth  Civil-Service  District,  Atlanta,  Ga.  To  receive  consideration  tor  the  Feb- 
ruary examination  applications  must  be  filed  with  the  distriot  secretary  at  Atlanta 
not  later  than  the  hour  of  cloaing  buaineEB  on  Janoary  2.  Applications  received 
after  the  time  spedfled  will  not  be  accepted. 

47.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third^rade  positions  for  which  female  eli^hlea  are  dedred  exami- 
nations will  be  duly  announced. 

48.  Should  it  become  necessary,  to  meet  the  needa  of  the  service,  to  hold  exami- 
nations at  any  of  the  places  named  in  section  46  or  other  places  on  dates  other  than 
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ib&t  of  the  annual  examination,  due  announcement  oE  such  extra  eztuninatioiiB  Till 
be  made. 

49.  A  person  who  has  passed  the  tbird^rade  examination  for  the  Field  Service  can 
ndt  take  the  sameexaminationfor  that  Berrice  within  approximately  one  year  of  the 
date  of  the  examination  he  bos  paasad,  even  though  be  denres  to  enter  the  exami- 
nation in  another  city.  (Seesec.  8  (/).)  A  peraon  who  fails  in  the  examination  may 
take  the  next  examination,  regardless  of  the  time  intervening. 

60.  Applicants  for  thethird-grade,  or  subderical,  examination  mnatbeable-bodied 
and  physically  capable  of  performing  manual  labor. 

51.  Male  applicants  for  the  tbird-grade,  or  aubclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  wbicb  consiBts 
ialifUDgand  shouldenng  125  pounds  we^ht.  If  they  pass  the  strength  test  in  addi- 
tion to  the  subclerical  examination,  it  will  be  noted  on  the  skilled  laborer  register  as 
in  the  nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from 
the  third-grade  renter  of  those  persons  capable  of  performing  heavy  manual  labor 
connected  with  a  subclerical  position,  certification  will  be  made  from  the  skilled 
laborer  roister  of  eligibles  standing  highest  ia  the  educational  examination  whe 
have  also  passed  the  strength  test 

INTERNAL- REVENUE  SERVICE. 

52.  The  fiTBtgrade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  divisioa  deputy  collector,  gauger,  storekeeper, 
and  storekeeper-gauger. 

53.  Tbe  poeitlon  of  messenger  in  UiiB  service  and  other  posiflons  requiring  similar 
qotUificationa  are  fille4  from  re(pfiters  established  as  a  result  of  the  third-grade,  or 
subclerical,  examination. 

64.  ApplicanU  for  first  or  ikird  grade  examinatiom  thould  not  apply  for  specylc  poo- 
tioru.     (See  aws,  SS,  g9,  34,  and  *J. ) 

55.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  be 
eligible  for  appointment  in  the  Intemal-Revenne  Service  in  tbe  internal-revenue 
district  in  which  such  places  are  located,  as  indicated  below: 

The  Internal- Revenue  District  of  Alabama,  compriweg  the  Slates  of  Alabama  and 
MiaaiBsIppi : 

Birmingham,  Ala.  (hdqrs.) .    Hattiesburg,  Miss.  Mobile,  Ala. 

Greenville,  Miss.  Jackson,  Miss.  Montgomery,  Ala. 

Gulfport,  Miss.  Meridian,  Miss.  Vicksboig,  Miss. 

The  latemal- Revenue  District  of  Florida: 
Cedar  Keys,  Flo.  Key  Weet,  Fla.  Tallahassee.  Fla. 

Gainesville,  Fla.  Miami,  Fla.  I^mpa,  Fla- 

Jacksonville,  Fla.  (hdqrs.).    Pcnsacola,  Fla. 

The  Internal-Revenue  District  of  Georgia : 
Atlanta,  Ga.  (hdqrs.).  Columbus,  Ga.  Savannah,  Ga. 

Angusta,  Ga.  Macon,  Ga. 

The  State  of  South  Carolina: ' 
Beaufort,  S.  0.  Columbia,  S.  C.  Greenville,  S.  0. 

Charleston,  8.  C.  Georgetown,  S.  C. 

The  Internal- Revenue  District  of  Tenneeaee: 
Bristol,  Tenn.  Knoxville.  Tenn.  Nashville,  Tenn.  (hdqrs.). 

Chattano<4!a,  Tenn.  Memphis,-  Tenn. 

I  Tbe  Btale  ot  South  Carolina  la  IQ  the  Fourth  iDternal-RevenDe  Dlrtrlct  of  North  Ctroltoa,  tbe 
headqnartenof  which  district  are  Bl  Ralelgb,  N.  C.  PeiMiu  panlns  tbe  eiunlDatlon  st  anf  ot  the 
places  named  la  South  Carolina  will  be  eligible  For  appointment  to  poeltlona  In  the  Interaal-Rere- 
nae  Service  In  that  part  of  North  Carolina  which  la  Included  In  the  Intemal-rerenne  diatiict  ndemd 
to,  SB  well  as  to  euch  positions  In  the  State  of  Soalh  Carolina. 
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68.  Storekeepers  and  gaugera  whose  compensation  does  not  exceed  $3  per  diein 
when  actually  employed,  and  whose  aggr^^te  compensation  does  not  exceed  $600 
per  annom,  ate  not  snbiect  to  competitive  esamination. 

67.  The  minimum  age  limits  ior  examinations  for  this  eerrice  are  as  follows:  D^ 
aty  collector,  storekeeper,  ganger,  and  storekeeper-ganger,  21  jrears;  other  positions, 
IS  jears.    There  are  no  maximnm  limits.     (See  sec.  21. ) 

68.  For  deecriptioo  of  first  and  third  grade  examination b,  see  pagee  26  and  29;  for 
date  of  aimual  examinationB,  see  sections  36  and  46.  Information  concerning  ste- 
nogtapher  and  typewriter  examinations  is  given  on  page  18.  For  additional  informa- 
tion relative  to  certification  and  eligibility,  see  pc^  22. 

CUSTOMS   SBRTIGE. 

59.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Assistant  weigher,  day  inspector,  clerk,  inspectress.  Storekeeper  (classed  as 
ctek),  cashier,  deputy  officer,  ganger,  and  sampler  (general  merchandise). 

60.  There  ar«  no  positions  in  the  Customs  Service  in  the  Fifth  Civil-Service  District 
which  are  filled  from  the  second-grade, 'or  minor  clerical,  register. 

61.  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watehman,  and  classified  laborer. 

Apptieanl»  far  first  or  third  ffrade  exandnatione  tkmdd  not  apply  for  tpedfic  potUiom. 
{See  Meci.  SS,  S9,  34,  and  4S.) 

62.  As  provided  in  section  36,  first-grade  examinations  will  be  held  annually. 
From  the  resolting  registers  certification  will  be  made  for  filling  vacancies  occnrrii^ 
in  the  customhouses  in  the  following-named  cities: 

Atlanta,  tia.  Gulfport,  Miss.  Nashville.  Tenn. 

Beaufort,  S.  C.  Jacksonville,  Fla.  PensBcola,  Fla. 

Cedar  Keys,  Fla.  Key  West,  Fla.  Savannah,  Ga. 

Charleston,  S,  C.  Memphis,  Tenn.  Tanipa,  Fla. 

Chattanooga,  Tenn.  Miami,  Fla.'  Vicksbui^,  Miss. 

Georgetown,  S.  C.  Mobile,  Ala. 

Third-giade  examinations  will  also  be  held  annually  at  certain  of  the  above- 
named  places,  as  provided  in  section  46. 

63.  Examinations  for  the  cnstomhousea  at  Apatachicola,  Fla.,  Femandina,  Fla., 
8t  Augnstine,  Fla.,  Brunswick,  Ga.,  St.  Mary,  Ga.,  and  Natchez,  Miss.,  will  beheld 
only  when  eli^bles  are  needed,  when  duo  annoancement  will  be  made. 

64.  Examinations  for  the  positions  of  assayer,  chief  or  apeeial  deputy  collector, 
depnty  naval  officer,  deputy  surveyor,  examiner  and  wether  are  held  only  when 
eligibles  are  needed  and  will  be  duly  announced. 

65.  The  examination  for  opener  and  packer  will  consist  of  the  third-grade,  or  sub- 
clerical,  subjects,  with  a  weight  of  40  per  cent  (see  p.  26;  training,  experience,  and 
fitness,  60  per  cent.  Credit  wUl  be  given  for  experience  in  opening  and  packing 
general  merchandise,  and  special  credit  will  be  given  for  packing  fn^ple  articles. 
Applicants  should  State  fully  in  their  applications  all  the  experience  they  have 
bad.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required.  This  examination  will  be  held  only 
when  eligibles  are  needed,  and  due  announcement  of  examinations  will  be  made. 

66.  When  examinations  for  opener  and  packer  and  for  other  subclerical  positions 
are  announced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  for  the  subclerical 
portions  named  in  section  43  will  be  required 'to  take  but  one  examination,  but  most 
file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  another  for 
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the  other  eubclerical  podtions.  One  of  these  appticationB  muat  be  duly  executed;  the 
other  may  be  a  copy  of  the  first  <□  the  handwritinft  of  the  applicant.  The  copy 
most  be  complete  ia  every  partictilar,  inclading  the  jurat,  vouchers,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  nmet  be  accompanied  by  a 
statement  ehowing  the  kind,  date,  and  place  of  the  examination  for  which  the  original 
was  filed.  The  copy  moat  be  filed  with  the  original;  it  can  not  be  made  after  tbe 
ori^nal  has  been  filed. 

67.  For  most  positions  of  t^tman  a  nonedacational  examination  is  given.  A  few 
such  poeitdonsrequire  also  a  mental  test,  and  in  such  casee  the  examination  will  con- 
sist of  the  edacational  aobjecta  of  the  third^pade,  or  subclerical,  examination  with 
a  weight  of  20  per  COTit  (see  p.  25);  training,  experience,  and  fitness,  50  percent; 
and  physical  ability,  30  per  cent.  When  no  mental  t«st  is  required,  the  examina- 
tion will  consist  of  the  sabjects  of  training,  experience,  and  fitness,  and  phyrical 
ability.  For  the  nonedacational  examination  application  and  examination  Form 
ISOO  is  required;  for  the  educational  examination  Form  1371  (itsue  of  December, 
1911,  or  later),  inclnding  the  medical  certificate,  is  required.  This  examination  will 
be  held  only  when  eligibles  are  needed,  and  will  be  duly  announced. 

68.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible  for 
appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy  sur- 
veyor, clerk,  stenographer  and  typewriter,  iospectress,  and  cashier. 

69.  The  age  limits  for  examinations  for  the  Customs  Service  are  as  follows: 
Weigher,  assistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  those  of  inspector,  minimum  21,  maximum  45  years;  other  educational 
examinations,  minimum  IS  years,  no  maximum;  noneducatJonal  examinations, 
minimum  SO  years,  no  maximam.     (See  sec  21.) 

TO.  In  filling  vacancies  in  the  Cnstoms  Service,  certification  will  be  made  of  the 
names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
examinations  are  held  also  at  subports  for  the  convenience  oE  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports. 
Vacancies  occurring  in  customhouses  at  subporU  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  sabporta  in  the  same  customs  district.  For  additional  information  concern- 
ing certification  and  eligibility,  see  page  22. 

71.  For  description  of  first  and  third  grade  examinations,  see  pages  25  and  29. 
Information  concerning  stenographer  and  typewriter  examinations  is  given  on  page 
18.  Additional  information  relative  to  noneducational  examinations  will  be  foimd 
on  page  16.  The  pomtion  of  unskilled  laborer  in  cities  where  labor  regulations  ate 
in  force  is  filled  aa  a  remit  of  physical  examination,  as  described  on  page  22. 

POST-OFFICE  SERVICE. 

72.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  ia  given.  (For  description  of  this  examination  see 
pages  25  and  27.) 

73.  Applicants  for  examination  for  appointment  to  the  Fost-OfBce  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  sec  85.)  AppUcation  should  not  be  made 
tor  the  ' '  eecond-grade  "  or  "  minor  clerical ' '  examination. 

74.  Application  form  1371  ia  required.  The  medical  certificace  need  not  be  exe- 
cuted at  the  time  of  filing  application.  Eligiblea  will  be  called  upon  at  the  proper 
time  to  furnish  the  medical  certificate. 

75.  The  age  limits  for  the  Poet-Ofiice  Service  are  IS  and  45  years.  (See  sees. 
8  (6),  21,  and  98.)    The  age  limits  are  waived,  however,  in  the  case  of  persons  honor- 
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ftblf  discharged  from  the  military  or  naval  service  6^  reatoa  of  ditabiiii^  resalting 
from  wounds  received  or  nckness  incurred  ia  the  line  of  duty,  but  auch  persons  moat 
meet  the  physical  requiremeuts  prescribed.     (See  sec.  77. ) 

76.  Male  applicants  must  measure  not  less  than  6  feet  4  iocbes  in  height,  in  bare 
feet,  and  weigh  not  leas  than  125  pounds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  epedfic  height  or  weight. 

77.  Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Commiadon  that  no 
person  who  has  any  of  the  foUowii^Damed  physical  defects  will  be  appointed 
to  the  position  of  carrier  in  the  Post-Office  Service:  Hunchback;  defective  hearing, 
s^ht,  or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand  or  leg; 
crippled  arras  or  legs;  flatfoot;  hernia;  congenital  weaknes  of  the  abdominal  wall, 
or  such  weakness  caused  by  wound  or  operation.  These  defects  will  also  debar  a 
person  from  appointment  to  the  position  of  clerk  in  the  Post-Office  Service,  except 
that  deaf-mutes  and  peraouB  with  defective  speech  or  hearing  may  be  appointed 
to  the  positions  of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk,  and 
persona  suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be  appointed 
to  any  position  of  clerk  the  duties  of  which  they  are  physically  capable  of  perform- 

.  ii^.  Applications  of  persons  who  are  not  entitled  to  examination  on  account  of 
physical  defects  will  becanceled.  (See  sec.  8  (i;)forphysiciil  defects  which  will  debar 
persons  from  any  examination.) 

78.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  pro- 
hibition, however,  doea  not  apply  to  women  who  are  divorced  or  to  those  who  are 
separated  from  their  husbands  and  support  themselves. 

TA.  Applicants  for  positioca  in  the  Post-Office  Service  must  appear  forexamination 
in  the  city  where  employment  is  desired,  and  they  will  be  el^ble  for  appointment 
only  in  the  office  for  which  examined. 

80.  Examinations  for  the  first-class  offices  named  below  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  if  the  needs  of  the  service 
so  require.  City  delivery  service  has  been  established  at  these  offices,  and  their 
force  includes  both  clerks  and  city  carriere. 

Atlanta,  6a.  Oreenville,  6. 0.  Meridian,  Mln. 

Augusta,  Ga.  Jackson,  Hiaa.  Mobile,  Ala. 

Birmingham,  Ala.  Jacksonville,  Fla.  Montgomery,  Ala. 

Charleston,  S.  C.  Knoxville,  Tenn.  Nashville,  Tenn. 

Chattanooga,  Tenn.  Macon,  Ga.  Savannah,  Ga. 

Columbia,  S.  C.  Memphis,  Tenn.  Tampa,  Fla. 

81.  Blank  forma  of  application  may  be  obtained  onl^  between  Jnly  1  and  October  1, 
either  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga. ,  or  from  the 
local  secretary  at  the  office  where  appointment  is  desired.  Applications  must  be 
properly  executed  and  flledwiththedistrict  secretary  at  Atlanta,  between  July  land 
the  close  of  business  on  October  1. 

AppUcatfouB  for  the  November  examlnatloiit  presented  at  other  timet  vllt  not  be 
accepted. 

82.  Whenever  extra  examinations  may  become  necessary,  to  meet  the  needs  of  the 
service,  due  announcement  will  be  madeof  the  dates  and  places  of  such  examinations, 
and  also  of  the  time  allowed  for  the  filing  of  applicatjons. 

83.  A  peraon  can  not  at  the  same  time  be  an  applicant  for  or  eli^ble  from  examina- 
tion for  more  than  one  flrst-class  post  office  for  which  examinations  are  ordinarily 
held  annually  in  November.  This  restriction  will  not  apply,  however,  when  an 
examination  ia  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  regular 
annual  examination. 
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S4.  A  peTBon  who  pMsee  ftn  exunination  can  not  be  examined  again  for  the  same 
poet  office  within  approximately  one  year  of  the  date  of  the  examinaUon  he  has 
pueed.  (See  sec.  8  (/).)  A  person  who  MIb  in  an  examination  may  take  the 
next  examination,  refi»rdleee  of  the  time  JnteireninK. 

85.  For  the  following-named  offices  the  names  of  male  eligibles  will  be  ent«red  on 
only  one  register — namely,  the  "clerk  "  or  the  "carrier"  register — and  male  appli- 
cants for  these  offices  mu«(  mdioate  in  their  appHoationi  whether  tiiej  desire  the  posi- 
tion of  "dtrk"  or  of  "caTTter;" 

Atlanta,  Ga.  Colnmbia,  8.  C.  Mobile,  Ala. 

Augusta,  Ga.  Jacksonville,  Fla.  Mont^mery,  Ala. 

Birmingham,  Ala.  Enosville,  Tenn.  Nashville,  Tenn, 

Charleston,  S.  C.  Hacon,  Ga.  Savannah,  Ga. 

Chattanooga,  Teon.  Memphis,  Tenn.  Tampa,  Fla. 

86.  A  request  for  a  change  in  the  deaignation  of  the  position  deeii«d  bj  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretorf  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

87.  As  stated,  separate  registeia  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  85.  For  other  offices  in  which  both  clerks  and  city  cartiers 
are  employed  the  names  of  male  eligibles  are  entered  apon  both  the  clerk  and  carrier 
registers  and  are  certifled  (considered)  in  their  order  for  vacancies  occurring  in  either 
position,  without  regard  to  any  choice  expressed  by  tbe  eligible. 

88.  The  postmaeter  is  required  to  make  selection  for  a  vacancy  from  not  more 
than  the  highest  three  names  on  the  appropriate  raster,  and  for  the  next  and  any 
additional  vacancies  from  not  more  than  the  highest  three  remtuning  which  have  not 
been  within  his  reach  for  three  sepamte  vacancies.  The  name  of  an  eligible  must 
have  been  within  roach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  position, 

89.  When  an  eli^ble's  name  is  borne  on  both  the  clerk  and  the  carrier  registers 
and  has  been  three  times  certified  (considered)  for  one  of  the  two  positions,  but  not 
selected,  his  name  will  not  be  farther  certified  for  that  podtion,  but  his  standing  on 
die  register  for  the  other  position  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  affect  the  eligible's  standing  on 
the  register  forthe  other  position.  Appointment  to  either  position  will  remove  the 
eligible's  name  from  the  registers  for  both  positions. 

90.  In  the  Post-Office  Service  appointments  are  nsnally  made  to  the  position  of  sub- 
stitute clerk  or  enbstitnte  carrier.  Snbetitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the 
register  from  which  the  selection  was  made,  and  it  will  not  be  restored  for  considera- 
tion in  connection  with  an  appointment  to  a  r^niar  position  only. 

91.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

92.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour, 
Buch  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
daily  and  may  serve  as  sobstitQtes,  They  are  eligible  tor  appointment  as  clerks  and 
carriers  of  the  first  grade. 

93.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
servicearedivided into  six  grades,  as  follows:  First  grade,  salary  ¥600;  eecondgrade, 
salary  ?800;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
f  1,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be 
promotedsoccessively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 
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94.  All  promotiona  of  both  clerks  and  carriers  will  be  made  at  the  banning  of 
the  quarter  folio  wing  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Foat-Offlce  Departr 
ment  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  hia  record  has  been  Batis&clory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

95.  Any  male  clerk  in  an  office  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  trans- 
fer to  the  service  of  a  clerk.  Male  clerks  and  city  carriers  are  also  eligible  for  trana- 
fer  to  the  poeitiou  of  rural  carrier. 

96.  Examinations  for  the  first  and  second  clasB  offices  named  below  will  be  held 
only  when  eligibles  are  needed,  due  announcement  of  which  wilt  be  made,  and  appli- 
cation blanks  will  not  be  given  out  until  the  examinations  are  announced.  City 
delivery  service  has  been  eetabliahed  at  these  offices,  and  their  force  includes  both 
clerks  and  city  carriers.    Names  of  firet-clasa  offices  are  in  iialict. 


Aberdeen,  Miss. 
Aiken,  S.  C. 
Albany,  Ga. 
Americus,  Ga. 
Anderson,  8.  C. 
Aimiaton,  Ala. 
Atftens,  6a. 
Bartow,  Fla. 
Bainbridge,  Ga. 
Bessemer,  Ala. 
Biloxi,  Miss. 
Brielol,  Tenn. 
Brookhaven,  Miss. 
Brunswick,  Ga. 
Camden,  S.  0. 
Canton,  Miss. 
Carrollton,  Ga. 
Carters ville,  Ga. 
Chester,  S.  C. 
Clarksdale,  Miss. 
Clarksville,  Tenn. 
Cleveland,  Tenn. 
Columbia,  Tenn. 
Columima,  Ga. 
Colombos,  Mias. 
Cordele,  Ga. 
Corinth,  Miss. 
Daltoa,  Ga. 
Darlington,  8.  C. 
Dawson,  Ga. 
Daytona,  Fla. 
Decatur,  Ala. 
De  Land,  Fla. 
Dothau,  Ala. 
Dablin,  Ga. 
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Dyereburg,  Tenn. 
Elberton,  Ga. 
Snsley,  Ala. 
Kufaula,  Ala. 
Fitzgerald,  Ga. 
Florence,  Ala. 
Florence,  8.  C. 
Gadsden,  Ala. 
Gainesville,  Fla. 
Gainesville,  Ga. 
Geoi^town,  S.  C. 
Greenville,  Miss. 
Oreeneville,  Tenn. 
Greenwood,  Misa. 
Greenwood,  S.  C. 
Grenada,  Mias. 
Griffin,  Ga. 
Gulf  port.  Miss. 
Harriman,  Tenn. 
ffatliesburg,  Mi»a. 
Hunlaville,  Ala. 
Jackaon,  Tenn. 
Johnson  City,  Tenn. 
Key  West,  Fla. 
Id!  Grange,  Ga. 
Lakeland,  Fla. 
Laurel,  Miss. 
Laurens,  8.  C 
Marietta,  Ga. 
McComb,  Misa. 
Miami,  Fla. 
MUledgevUle,  Ga. 
Morristown,  Tenn. 
Moultrie,  Ga. 
Mnrfreeaboro,  Tenn. 


I  Natchez,  Miss. 
Newberry,  S.  C. 
New  Decatur,  Ala. 
Newnan,  Ga. 
Ocala,  Fla. 
Opelika,  Ala. 
Orangeburg,  8.  C. 
Of  lando,  Fla. 
Palatka,Fla. 
Peniaeola,  Fla. 
Pulaski,  Term. 
Quitman,  Ga. 
Rockhill,  S.  C. 
Home,  Oa. 
St.  AuffiutiM,  JId. 
8t.  Petetabuig,  Fla. 
Sanford,  Fla. 
Selvia,  Ala. 
^tartanburg,  S.  C. 
Sumter,  S.  C. 
Talladega,  Ala. 
Tallabaasee,  Fla. 
Thomas  ville,  Ga. 
Tifton,  Ga. 
Troy,  Ala. 
Tnpelo,  Miss. 
Tuscaloosa,  Ala. 
Union,  S.  C. 
Union  City,  Tenn. 
Valdosia,  Ga. 
Vklaburg,  Mitt. 
Waycross,  Ga. 
West  Point,  Miss. 
Yazoo  City,  Mias. 


:.vGoo<^Ic 


15 

97.  At  the  mcond-clasB  offices  named  below  city  delivery  service  has  not  been  eetab- 
lished,  and  their  force  incladee  clerks,  bnt  not  cii?  camera.  Ezamuiatfoiis  for  these 
offices  will  be  beld  only  when  eligihlee  are  needed  and  will  be  dnly  announced,  and 
application  blanks  will  not  be  distribnted  until  such  announcement  ia  made. 


Abberille,  S.  C.  Femandina,  Flo. 

Andalusia,  Ala.  Fort  iSyea,  Fla. 

Apalacbicola,  Fla.  Fort  Valley,  Ga. 

Arcadia,  Fla.  Franklin,  Tenn. 

Athene,  Tenn.  (raffney,  8.  C. 

BamesviUe,  Ga.  Gallatin,  Tenn. 

Bennettsyille,  S.  C.  Greenville,  Ala. 

Bradentown,  Fla.  Hartaville,  B.  0. 

Brewton,  Ala.  Hawkinsrille,  Ga. 

Brownsville,  Tenn.  Holly  Springs,  Miss. 

Cedailown,  Qa.  Humboldt,  Tenn. 

Cheraw,  8.  C.  Jasper,  Ala. 

Clinton,  8.  C.  Jellico,  Tenn. 

Covington,  Tenn.  Kismmmee,  Fla. 

Cullman,  Ala.  Lake  City,  Fla. 

Demopolis,  Ala.  Lebanon,  Tenn. 

Douglas,  Ga.  Live  Oak,  Fla. 

Fayelteville,  Tenn.  Marianna,  Fla. 

98.  It  is  the  policy  of  the  Fost^ffice  Department  to  fill  vacancies  in  the  position 
of  assistant  poetmasler  in  firat  and  second  cIhhb  post  offices  by  the  promotion  or  trans- 
fer of  competent  personB  already  in  the  service.  When  they  are  not  SO  filled, 
appointment  is  made  from  the  same  examination  as  that  for  clerk  and  carrier;  huts 
person  w£o  is  under  21  years  of  age  on  the  day  of  examination  will  not  be  eligible 


Marion,  8.  0. 
Martin,  Tenn. 
Maryville,  Tenn. 
Ftuia,  Tenn. 
Plant  aty,  Fla. 
Qoincy,  Fla. 
Bossville,  Ga. 
Shelbyville,  Tenn. 
Bpringfield,  Tenn. 
Statesboro,  Ga. 
Thomson,  Ga. 
Trenton,  Tenn. 
Tnllahoma,  Tenn. 
Washington,  Ga. 
Water  Valley,  Mlsa. 
West  lUm  Beach,  Fla. 
West  Point,  Ga. 
Wincheeter,  Tenn. 


for  appointment  af 

99.  Information  concerning  Btan<^Tapher  and  typewriter  examinations  will  be 
found  cm  page  18,  unskilled  laborer,  page  22. 

CrSTODIAJ*^  SERVICE. 

100.  The  Custodian  Service  covers  positions  the  dnties  of  which  relate  to  the  care 
and  management  of  public  bnildlnga  outside  of  Washii^ton,  D.  C. 

BD1TCATIOITAI.  EXAMINATIOM8. 

101.  Examinations  for  the  positions  of  assistant  coEtodian,  assistant  cnatodian- 
janitor,  and  technical  poaitiona,  such  as  steam  engineer,  engineer  helper,  electrician, 
and  dynamo  tender,  are  held  only  when  eligibles  are  needed,  and  are  duly 
aunonuced.  Information  concerning  examinations  lor  the  position  of  elevator  con- 
ductor will  be  found  on  page  20.  Vacancies  occurring  in  olher  enbcierical  pomtione 
are  filled  from  registers  resulting  from  the  third-grade,  or  mbclerical,  examination 
referred  to  on  page  S. 

NONBDttCATinNAI.  EXAMINATIONS. 

102.  This  class  inc!nde8  positions  sncb  as  fireman,  fireman-helper,  fireman-laborer, 
fireman- watch  man,  Jtmitor,  etc.  In  section  162  is  ^ven  a  list  of  positions  filled  by 
Doneducational  examination,  for  which  applications  are  received  at  any  time  by  the 
district  secretary.  The  resulting  registers  are  Dsed  lor  filling  vacandee  occorring  in 
the  positions  named  in  various  branches  of  the  Eleld  Service.  The  position  of  fire- 
man, and  positions  whose  principal  datiee  are  those  <A  flranan,  in  the  Custodian 
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Bersice,  are  filled  by  certification  from  the  regigtwr  for  tlie  poeition  of  ststionarr  fire- 
man itii;ludBd  in  tho  list  referred  to.  Examinatione  for  noQcducational  positiona  in 
the  Custodian  Service  not  mentioned  in  eection  162  are  held  only  when  eli^bles  are 
needed  and  are  duly  annoonced. 

103.  The  flrstwordof  the  title  of  double-titled  positions  in  the  Custodian  Service — 
such  as  flreman-watchoian,  watchman-flreinan;  fireman-laborer,  janitor-fireman, 
etc. — indicates  the  more  important  dutiee  of  the  position,  and  vacancies  are  filled  by 
noneducational  or  educational  examination  accordingly.  For  instance,  a  vacancy  in 
the  position  of  fiteuiau-watchman  will  be  filled  bya  noneducational  examination  for 
fireman,  aa  described  in  the  preceding  paragraph,  while  a  vacancy  in  the  position  of 
watchman-fireman  wilt  be  filled  by  certification  from  the  register  established  as  a 
reenlt  of  the  third-grade,  or  sabclerical,  educational  examination  referred  to  on 
pages. 

104.  Application  and  examination  Form  ISOO  is  required  tor  noneducational  exami- 
nations in  the  Custodian  Service.  Applications  must  be  filled  out  in  tlie  handwriting 
of  the  applicants. 

105-  The  age  limits  tor  nonedncational  examinations  tor  the  Custodian  Service  are 
16  and  65  years.  (See  sec.  21.)  All  honorably  discharged  United  States  soldiereand 
sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  regard  to 
the  age  limits.  The  age  limits  are  also  waived  Tor  examinations  for  all  branches  ot 
the  service  in  the  case  of  persons  honorably  dischai^ed  from  the  United  States  mili- 
tary or  naval  service  bp  reaion  of  duabiliiy  rwuitinj  from  vxnindt  rectived  or  ticknegt 
incurred  in  the  line  of  duty. 

106.  For  further  information  concemii^  nonedncational  examinations,  see  pt^  21. 
Information  relative  to  the  position  of  unskilled  laborer  is  given  on  page  22.  The 
T^nlations  governing  certification  and  eligibility  are  shown  on  p^:e  22. 

ENGINEER  DEPARTMENT  AT  LARGE. 

107.  The  headquarters  of  the  United  States  engineer  districts  in  the  Fifth  Civil- 
Service  District  are  located  at  Charleston,  B.  C;  Chattanooga,  Memphis,  and  Nash- 
ville, Tenn. ;  Jacksonville,  Fla- ;  Mobile  and  Montgomery,  Ala. ;  Savannah,  Ga ;  and 
Vicksburg,  Miss. 

BDVCATIONAI.  EXAMINATIONS. 

105.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenog- 
tapher.  typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  sub- 
clerical  positions,  including  elevator  conductor,  tn&BenKet;  messenger  boy,  skilled 
laborer,  and  watchman,  are  filled  by  certification  of  eligibles  by  the  district  secretary 
at  Atlanta,  Ga.  Of  these  positions,  those  of  the  clerical  and  subclerical  grades  are 
filled  from  r^istera  resulting  from  the  first  and  third^rade  examinations  described 
on  pages  6  to9.  Informationconcemingthe8ten<^rapherand  typewriter,  messenger 
boy,  and  elevator  conductor  examinations  wilt  be  found  on  pages  IS  to  20.  Exami- 
nations for  other  positions  including  copyist  draftsman,  mechanical  apprentice  drafts- 
man, and  bookkeeper,  will  be  held  only  when  eligibles  are  needed,  due  announce- 
ment of  which  will  be  made. 

NONBDUCATIONAl.  EXAMINATIONS.. 

109.  This  class  includes  mechanical  trades  and  similar  Q(|i>ations.  In  section  Iffi 
is  given  a  list  of  positions  filled  by  nonedncational  e^ifimination,  applications  tor 
which  are  received  at  any  time  by  the  district  secreta/^y.  The  positions  named  are 
those  in  which  vacancies  occur  with  more  or  less  tr&gSwiey  in  various  branches  ot  the 
service,  and  the  resulting  registers  are  used  for  &|iung  vacancies  occnrring  in  any  ot 
those  branches. 
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110.  For  poeitiona  which  are  pecnliar  to  the  Enj^neer  Department  at  Large  and 
not  menlioned  in  eectioa  162,  applications  are  receivedat  any  time  by  the  local  boards 
ol  civil-Bervice  examiners  for  the  various  engineer  diBtride.  Application  and  exami- 
natioa  blanks  (Form  ISOO)  maybe  obtained  from  the  Becretsry  of  the  Fifth  Givil- 
Serrice  District,  Atlanta,  Ga.,  or  the  secretary  of  the  local  board  at  the  headquarters 
of  the  engineer  district  in  which  employment  is  desired.  (See  sec.  107. )  The  local 
boards  will  also  furnish  any  further  information  desired  concerning  these  positiona 

111.  Re^^aters  for  mechanical  trades  pomtions  show  the  branch  or  branches  of  the 
trade  in  which  the  eligibles  are  experienced,  and  eetections  for  filling  vacancies  in 
the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  el^bles  who 
have  had  experience  in  a  particnlar  branch  of  the  trade.  For  instance,  the  carpenter 
register  may  coaiain  the  names  of  stair  buildem,  ship  carpenters,  bridge  carpraters,  etc. 

112.  The  minimum  age  limit  for  noneducational  examinatioDB  for  the  Ei^;ineer 
Department  at  Large  is  18  years.    There  is  no  maximum  limit. 

113.  For  additional  information  concerning  nonedncational  examinations  see 
page  21.    Foriufonnation  relative  to  certiflcation  and  eligibility,  see  page  22. 

ORDNANCE  DEPARTMENT  AT  I^ROE. 

114.  Hie  only  establishment  of  the  Ordnance  Department  at  Large  in  the  Fifth 
Oivil-Service  Dis^ct  is  at  Augusta,  Ga. 

EDTTCATIONAL   BXAUINATION8. 

116.  Clerical,  minor  clerical,  and  subclerical  poeitions  in  this  service  are  filled  from 
registers  resulting  from  the  first,  •second,  and  Uiird  grade  examinations  described  on 
p^[es6to9. 

116.  For  the  position  of  skilled  office  laborer,  tlie  second-grade,  or  miner  clerical, 
examination,  ref^red  to  on  page  8,  is  given  if  the  duties  of  the  position  do  not  require 
a  knowledge  of  typewriting.  If  a  knowledge  of  typewriting  la  required,  the  minor 
ty3>ewriter  examination  is  given.  ExaminationB  are  held  aa  the  needs  of  the  service 
require  and  are  duly  announced. 

117.  Information  concerning  examinations  for  the  positions  of  slem^raphra'  and 
typewriter  and  messenger  boy  will  be  found  on  p«^|es  18  and  20,  respectively. 

118.  Examinations  for  other  poeitionB  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  ate  duly  announced. 

NONHDUCATIONAt  EXAMINATIONS. 

119.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  163 
is  given  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
lAicb  are  received  at  any  time  by  the  district  secretary.  The  poBitions  named  are 
those  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
the  service,  and  the  resulting  registers  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches. 

120.  For  positions  idiich  are  peculiar  to  the  Ordnance  Department  at  Large  and 
not  mentioned  in  section  162,  apidications  are  received  at  any  time  by  the  local 
board  of  civil-service  examiners  at  the  ordnance  establishment.  Application  and 
examination  blanks  (Form  1800)  may  be  obtained  from  the  Secretary,  Fifth  Civil- 
Service  District,  Atlanta,  Oa.,  or  the  secretary  of  the  local  board.  Tlie  local  board 
will  also  furnish  any  further  information  desired  concerning  these  positions. 

121.  The  niinimiim  age  limit  for  noneducational  examinations  tor  the  Ordnance 
Department  at  Large  is  20  years.    There  is  no  maTiimiin  limit. 

122.  For  additional  information  concerning  noneducational  examinations,  see  page ' 
21.    For  information  relative  to  certification  and  eligibiiity,  see  page  22. 
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123.  For  information  concerning  the  position  of  unskilled  laborer  in  the  Ordnance 
Department  at  Large,  application  should  be  made  to  the  board  of  labor  employment 
at  the  ordnance  establishment.  General  information  concerning  unskilled  labor  in 
Federal  offices  and  esUbliahmentfi  will  be  found  on  page  22. 

QUARTERMASTER  CORPS. 

(Includes  what  was  formerly  known  as  the  Quartermaater's  Department  at  Large.) 

124.  Under  the  appropriation  act  for  the  support  of  the  Army  for  the  fiscal  year  1913 
vacanciee  in  positions  in  the  Quartermaster  Corps  which  heretofore  have  been  filled  as 
a  reeult  of  competitive  examinations  held  by  the  Civil  Service  Commission  may  be 
filled  by  enlisted  men.  Persons  desiring  infuination  in  regard  to  positions  in  this 
branch  of  the  service  should  apply  to  the  Secretary  of  War,  Washington,  D.  C. 


125.  Clerical,  minor  clerical,  and  subclerical  positions  in  field  branches  of  the  Inuni- 
gistion,  the  Steamboat-Inapection,  the  Lighthouse,  and  the  Public  Health  Services; 
navy  yards;  Bureau  of  Animal  Industry;  Weather  Bureau,  etc.,  are  filled  by  certifi- 
cation from  appropriate  registers  established  from  examinations  for  these  grades  as 
described  in  sections  28  to  51,  inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

126.  Combined  stenographer  and  typewriter  examinations  are  held  for  four  l»anches 
of  the  service,  namely,  the  Field  Service  (see  sees.  2  and  36),  the  Departmental 
Service  (departments  and  offices  at  Washii^ton,  D.  C),  the  Isthmian  Canal  Service, 
and  the  Fliilippine  Service.  Separate  atenograpber  eESminationB  are  held  for  the 
Field  and  Departmental  Services,  and  separate  typewriter  examinations  are  held  for 
the  Field,  Departmental,  and  Isthmian  Canal  Services. 

127.  Examinations  for  the  Field,  Isthmian  Canal,  and  Philippine  Services  are  held 
quarterly;  those  for  the  Departmental  Service  are  held  monthly. 

128.  Application  forms  inay  be  obtained  and  applications  may  be  filed  at  any  time. 
Forms  for  all  services  may  bo  obtained  from  the  Secretary,  Fifth  Civil-Service  District, 
Atlanta,  Ga.  Form  1371  is  required  for  the  Field  Service;  form  304  for  the  Depart- 
mental and  Isthmian  Canal  Services;  form  2  for  the  Philippine  Service.  Applications 
for  the  Field  Service  should  be  filed  with  the  district  secretary  at  Atlanta;  for  the 
Departmental,  Isthmian  Canal,  and  Philippine  Services  with  the  Civil  Service  Com- 
miaaion  at  Washington,  D.  C. 

129.  The  age  limits  are  as  follows:  Field  and  Departmental  Servicee,  nunimum  18 
years,  no  maximum;  Isthmian  Canal  Service,  minimum  20,  maximum  46  years; 
Philippine  Service,  minimnrn  18,  maximum  40  years. 

130.  Women  are  not  admitted  to  examinations  for  the  Isthmian  Canal  and  Philippine 
Services,  and  they  are  admitted  to  the  Departmental  Service  examinations  only  twice 
a  year,  in  the  spring  and  fail. 

131.  The  demand  for  male  etent^rapher  and  typewriter  eligibles  uaually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reascmably  rapid  for  those  whose 
services  prove  satisfactory. 

132.  As  a  result  of  one  examination  a  man  may  become  eligible  for  appointment  to 
'  the  Departmental,  Isthmian  Canal,  and  Philippine  Services.  A  separate  examina- 
tion is  required  for  the  Field  Service. 
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133.  In  filling  vacancies  in  poeiti<HiB  in  the  Field  Service,  certification  to  the  various 
bianchee  of  the  service  will  be  made  as  stated  in  section  181. 

134.  Persona  dcxiring  to  enter  an  examination  should  write  to  the  district  secretary 
for  the  proper  application  fonn  or  forms  (see  sec.  128)  and  tor  Form  1424,  which  con- 
tains full  information  concerning  the  scope  of  the  examinations  and  the  requiremenU 
for  all  services,  and  the  exact  dates  of  examinatiima, 

FOREST  AND  FIELD  CLERK. 

135.  From  this  examination  appointments  will  be  made  for  filling  vacancies  occur- 
ring in  the  poaitiona  of  forest  clerk  in  the  Forest  Service  and  field  clerk  in  the  Reclama- 
tion Service.  Forest  clerka  are  employed  in  the  offices  of  the  Forest  Service  outside 
of  Washington,  D,  C.  Field  clerka  are  employed  in  the  offices  of  the  reclamation 
projects  in  the  West.  Appointments  may  also  be  made  from  this  examination  to 
clerical  positions  in  other  branches  of  the  service  requiring  the  qualifications  tested 
by  the  examination. 

136.  Both  men  and  women  will  be  admitted  to  this  examination.  Minimum  age 
limit,  18  years;  no  maximum  limit,  (See  sec.  21.)  For  filling  vacancies  in  the  posi- 
tion of  forest  clerk  certification  will  be  made  only  of  men  who  were  not  over  40  years  of 
age  on  date  of  examination.  Application  form  1371  (ianie  of  December,  1911,  or  later) 
is  required.  Applications  will  not  be  accepted  from  persons  who  have  tuberculoma 
orother  serious  physical  defect.  Applicants  will  be  required  to  show  in  their  applica- 
tions that  they  have  had  at  least  one  year's  actual  experience  in  clerical  work  in  a 
business  office. 

137.  The  subjectB  of  the  examination  and  weighta  of  subjects  on  a  scale  of  100  are: 
Spelling,  5;  arithmetic,  10;  penmanship,  6;  report  writing,  10  (all  fiist  grade,  see 
p.  25);  Bteni^raphy,  25;  copying  from  rough  draft  (typewriting),  15;  copying  from 
plain  copy  (typewriting),  10;  elements  of  bookkeeping,  20.  Seven  and  one-half 
hours  will  be  allowed  for  the  examination. 

138.  In  lieu  of  a  dictation  in  stenography,  competitors  will  be  furnished  a  printed 
exercise  which  they  will  be  required  to  write  in  st^ni^p^phic  notes.  The  exercise 
will  contain  330  words.  If  the  notes  are  written  in  three  minutes,  100  per  cent  in 
speed  will  be  given ;  four  minutes,  90  per  cent;  five  nunutea,  80  per  cent;  six  minutes, 
70  per  cent;  seven  minutes,  60  per  cent;  eight  nunut«B,  50  per  cent.  If  the  writing 
of  the  notes  is  not  completed  in  eight  minutes  the  printed  exercise  will  be  takea  up 
and  proportionate  deduction  will  be  made  for  the  part  omitted  in  the  transcript.  This 
exercise  will  be  rated  on  the  speed  with  which  the  notes  were  written  and  the  accuracy 
of  the  transcript. 

139.  The  forest  and  field  clerk  examination  will  he  held  as  frequently  as  the  needs 
of  the  service  r«quire.  Application  blanks  may  be  secured  from  the  district  secretary 
and  applications  may  be  filed  with  him  at  any  time.  When  the  examination  >s 
announced  all  persons  having  appticationa  on  file  will  be  notified  when  and  where 

'  to  appear  for  examination. 

140.  In  filling  vacancies  in  these  positions,  preference  will  be  given  to  persons 
examined  in  the  locality  in  which  the  vacancy  exists.  In  case  the  register  for  any 
locality  becomes  exhausted,  resort  may  be  had  to  the  register  for  the  nearest  locality 
that  contains  the  names  of  eligibles  available  for  the  position  vacant. 


141.  All  United  Statea  deputy  marshals,  except  those  employed  as  field  deputies 
or  whose  chief  duties  are  to  serve  proce™,  are  in  the  competitive  classified  service. 
Vacancies  in  this  positioD  will  be  filled  as  indicated  in  the  following  paiagmpha: 
[Gth  DUt.] 
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142.  VacancieB  in  pomtionB  requiring  &  knowlei^  of  atenography  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  type- 
writer or  the  bookkeeper  register  for  field  services  of  those  who  were  examined  in 
the  State  in  which  the  vacancy  exists.    (See  sees.  126  to  134,  inclusive,  and  155.) 

143.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certificatbn  will  be  made  trom  the  firat-grade, 
or  clerical,  roister  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 

144.  Vacancies  in  tlie  poration  of  chief  office  deputy  will  be  filled  in  like  manner, 
unless  it  is  determined  by  the  department  t«  fill  such  vacancies  by  promotion  or 
transfer  of  penons  already  in  the  classified  service. 

ELEVATOR  CONDUCTOR. 

145.  The  position  of  elevater  conductor  in  Federal  buildings  is  filled  by  examinatum 
consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
page  25,  with  a  weight  of  50  per  cent,  and  training,  experience,  and  fitness  60  per 

146.  The  minimum  age  limit  for  this  examination  is  20  yean;  there  is  no  maxi- 
mum age  limit. 

147.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
includii^  the  medical  certificate,  is  required. 

148.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable 
of  performing  manual  labor. 

149.  In  rating  the  element  of  "experience"  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants 
who  have  not  bad  at  least  six  months  of  such  experience  will  not  be  admitted  to 
the  examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experi- 
ence must  have  been  gained  within  the  twelve  months  just  prior  to  the  date  of 
application.  Applicants  must  fully  indicate  in  their  applications  the  kind  of  eleva- 
tors, and  whether  passenger  or  freight,  upon  which  they  have  been  employed,  as 
well  as  the  length  of  their  experience. 

150.  This  examination  will  be  held  in  the  city  in  which,  or  in  the  vicinity  of  which, 
a  vacancy  occurs,  and  only  when  eligibles  are  needed,  due  announcement  of  which 
will  be  made, 

MESSENGER  BOY. 

151.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  city  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjects, 
as  shown  on  page  25,  with  the  exception  of  the  subject  of  training,  experience,  and 
fitness,  each  of  the  five  subjects  having  a  weight  of  20  per  cent.  When  examina- 
tions are  to  be  held,  due  announcement  is  made. 

152.  The  age  limits  for  this  examination  are  16  and  18  years.    (See  sec.  21.) 

153.  Application  Form  1371  is  required. 

154.  WhUe  there  are  no  height  or  weight  requirements  for  the  position  of  messen- 
ger boy,  eligibles  whose  wei^t  is  grossly  disproportionate  to  Iheir  age  may  not  be 
certified  for  filling  vacancies  in  positions  the  duties  of  which  are  such  that  unusual 
weight  would  interfere  with  their  proper  performance. 

OTHER  EDTTCATIONAL  EXAMINATIONS. 

155.  Examinations  for  the  positions  of  bookeeper  and  telephone  operator  in  various 
blanches  of  tbe  service,  computing  clerk  in  the  Forest  Service,  and  magazine  attendant 
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at  the  navy  yard  will  be  held  only  when  eligibles  aie  needed  and  will  be  duly 
announced.  Application  fonne  will  not  be  distributed  and  applicatioos  mil  not  b« 
received  until  such  announcement  is  made. 

NONEDUCATIONAL  EXAMINATIONS. 

156.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  pooi- 
tions  which  do  not  require  a  mental  teat.  These  positioQe  in  the  Custodian  Service, 
the  Engineer  Department  at  Large,  the  Ordnance  Department  at  Large,  and  certain 
other  branches  of  the  service  have  been  placed  under  the  district  system.  (See 
sees.  2  and  3  (6).) 

157.  Appropriate  examiaatkma  are  held  baaed  on  physical  ability,  and  tnining, 
experience,  and  fitneas.  The  relative  tseighta  ofihtte  tabjecU  an  a  Kale  of  100  are:  Phyticai 
abiiibg,  40;  training,  experienee,  artdJUneu,  60.  The  information  on  which  the  ratings 
are  based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care  should 
be  taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufficient 
baais  may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered.  All  statements  relating  to  training,  experience,  and  fitness 
are  subject  to  verification,  * 

158.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Fbysicai.  abiuty.— An  applicuit  without  apparent  physical  disqualification 
is  rat«d  at  98  for  this  element.  For  physical  defects  which  may  impair  hia  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  98,  according  to  the  nature  of  the  defects. 

(b)  Tbainino,  experience,  and  ftinebs. — This  subject  will  be  rated  upon  £be 
statements  made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  char- 
acter of  the  experience  shown,  and  special  consideratiou  will  be  given  experience 
which  is  continuouB  and  recent. 

159.  In  any  of  these  examinations  the  Commiasioa  may  in  its  diacietiou  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
but  no  recommendations  other  than  those  called  for  by  the  Commission  will  be 
considered. 

160.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  r^iater  according  to  their  ratinga;  but  the  names  of 
persons  preferred  under  section  1754,  Bevised  Statutes,  rated  at  65  or  more,  are  placed 
above  those  of  persons  who  have  not  been  allowed  auch  preference.    (See  sec.  10.) 

161.  When  noneducational  examinations  are  given,  applicants  are  not  assembled 
lot  a  mental  examination,  but  are  required  to  file  fully  executed  applications,  on  the 
form  prescribed,  with  the  secretary  of  the  civil-service  district  in  which  employment 
is  desired,  unless  otberwiae  specified. 

162.  For  the  following-named  positions  applications  are  received  at  any  time  by 
the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga.; 

Blacksmith.  Vaster.  Plumber. 

Carpenter.  Painter.  Stationary  steam  engineer.' 

Marine  steam  engineer.  Pilot.  Stationary  fireman. 

llarine  fireman. 

163.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the 
district  secretary.  Those  who  wish  to  apply  for  more  than  one  position  must  file  a 
separate  application  for  each  position  desired. 

164.  Applicants  for  the  positions  of  marine  eteam  engineer,  master,  and  pilot  should 
give  in  their  applications  the  names  and  tonnages  of  the  veeaels  upon  which  they 
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bave  been  employed  and  submit  with  their  applicatione  liceDsea  or  certificat«e  ftum 
the  proper  Bteamboat  impectora  showing  the  grade  and  character  of  the  licensee  held 
by  them. 

165.  Rcgistera  will  be  established  quarterly,  or  more  Erequeatly  or  leae  frequently, 
as  the  needs  of  the  service  require.  To  receive  consideration  for  a  certain  quarter, 
applications  must  be  filed  tn  compUce  form  with  the  district  secretajy  not  later  than 
the  15th  of  March,  June,  September,  or  December,  aa  the  case  may  be.  The  regis- 
ters will  be  made  up  on  or  soon  after  the  let  of  AprU,  July,  October,  and  January. 

166.  From  the  r^istere  resulting  from  these  examinations  certification  will  be 
made  for  filling  vacancies  as  they  occur  in  various  branches  of  the  service.  In  making 
certifications  due  r^ard  will  be  had  for  the  i^  limits  and  other  requirements  of  the 
service  to  which  certification  is  made.  Further  information  relative  to  the  Et^ineer 
Department  at  Large  is  given  on  page  16;  Ordnance  Department  at  Large,  page  17; 
Custodian  Service,  page  15.  The  regulations  governing  certification  and  el^bility 
are  shown  on  pages  22  and  23. 

167.  The  district  secretary  or  the  Civil  Service  Comnussion  at  Washington  will 
furnish  information  concerning  noneducational  positiona  not  covered  by  this  pamphlet. 

tTNSKIIiliED  IiABORER. 

168.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern- 
ing the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are 
filled  by  registration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  those 
of  common  laborer  or  workman  and  of  women  thoee  of  charwoman  or  its  equivalent. 
Labor  regulations  are  in  force  at  Atlanta,  Ga.,  in  the  Fifth  Civil-Service  District. 
Examinations  are  held  annually  in  February.  Application  blanks  may  be  obtained 
from  the  board  of  labor  employment  at  the  post  office  at  Atlanta  between  January 
1  and  February  1  only.  Applications  will  not  be  accepted  unless  filed  with  such 
board  prior  to  the  hour  of  closing  business  on  February  1. 

169.  The  age  limits  for  this  position  are  20  and  60  years.  (See  sec.  21.)  The  i^ 
limits  are  waived,  however,  in  the  cases  of  honorably  discharged  veterans  of  the 
Civil  War  and  persons  honorably  discharged  from  the  United  States  military  or  naval 
service  by  reason  of  disability  resulting  from  wounds  received  or  sickness  incurred 
in  the  line  of  duty. 

170.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
employment  is  deaired.  Secretaries  of  local  boards  of  civil-service  examiners  at 
establishments  of  the  Ordnance  Departqient  at  Large  will  furnish  information  con- 
cerning the  employment  of  unskilled  labor  at  such  establishments. 

CERTIFICATION  AND  EUOIBIIiITT. 

171.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  the  register  in  thg  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  becotne  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service  for  disabilitjf  incurred  in  the  ItTie  of  dub/.  The  names  of  such  persons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percentage  oC  not  less  than  65  will  be  placed  at  the  head  of 
the  eligible  register,    (See  sec.  10.) 

172.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer, 

173.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on 
the  r^jsler,  but  the  entire  register  may  be  extended  for  a  further  period,  if  in  the 
judgment  of  the  Commission  the  needs  of  the  service  so  require. 
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174,  The  highest  three  names  on  the  appropriate  roister  are  certified  For  each 
vacancy.  Unless  sooner  selected  for  appointment,  an  eligible  will  be  entitled  lo 
three  certifications  for  appointment  to  each  nominating  or  appointing  officer  in  each 
service  for  which  be  may  be  eligible  for  appointment.  An  eligible  will  not  be  cer- 
tified for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  Ibat 
named  by  b'm  in  bis  examination  papers.  The  appointment  of  a  person  whose  name 
is  on  more  than  one  register  ordinarily  operates  to  cancel  his  eligibility  on  all  reg- 
isters of  the  same  or  lower  grade;  an  eligible  should  therefore  advise  the  district 
secretary  whether  he  desires  his  name  to  remain  on  any  register  established  from 
examination  other  than  the  one  which  resulted  in  his  appointment.  Appointments 
ntay  be  made  from  a  higher-grade  register  for  filling  vacancies  in  a  lower-grade  position. 

X75.  For  filling  vacancies  in  the  Internal-Revenue  Service  certification  will  be 
made  of  the  names  of  eligibles  who  were  examined  in  the  internal-revenue  district 
in  which  the  vacancy  occurs 

176.  For  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
names  of  the  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except 
where  examinations  are  held  also  at  subports  for  the  convenience  of  applicants  the 
highest  eligibles  will  be  certified  of  thoee  examined  at  the  port  and  at  subports. 
(See  sec.  70.) 

177.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  in  post  offices  a  sepa- 
rate register  is  established  for  each  classified  poet  oflke,  containing  the  names  of 
eligibles  examined  for  eiich  office.  For  certain  large  post  offices  separate  male  clerk 
and  carrier  registers  are  entablished,  while  for  idl  other  offices  in  which  both  clerks 
and  city  cairiere  are  employed  the  namea  of  male  eligibles  aie  entered  on  both  the 
clerk  and  the  carrier  regiatere,     (See  sees.  85  to  89.) 

178.  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marehal 
certification  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State 
in  which  the  vacancy  exists. 

179.  Certification  for  filling  the  position  of  clerk  in  the  Army  Transport  Service 
will  be  made  of  eligibles  examined  in  the  city,  or  the  vicinity  of  the  city,  from  which 
the  transport  sails. 

180.  In  fining  vacancies  in  the  positions  of  forest  clerk  in  the  Forest  Service  and 
field  clerk  in  the  Reclamation  Service  preference  will  be  given  to  persona  examined 
in  the  locality  in  which  the  vacancy  exists.  In  case  the  register  for  any  locality 
becomes  exhausted  resort  may  be  had  to  the  register  for  the  nearest  locality  that  con- 
tains  the  names  of  eligibles  available  for  the  position  vacant. 

181.  In  making  certification  for  filling  vacancies  in  the  positions  of  stenogiapher, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  eervices_tbe  r^u- 
lations  outlined  in  the  foregoing  pat^raphs  relative  t«  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  far  as  possible.  In  case  the  register  for 
any  locality  becomes  exhausted  resort  may  be  had  to  the  register  for  the  nearest 
locality  that  contains  the  names  of  eligibles  available  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  is  willing  t«  accept  appointment. 

182.  In  filling  vacancies  in  fmy  position  filled  by  educational  examination  not 
specifically  provided  for  above,  certification  will  be  made  of  eligibles  examined  at  the 
place  at  which,  or  in  the  iinmediat«  vicinity  of  which,  the  vacMicy  exists. 

183.  In  filling  vacancies  in  positions  filled  by  noneducational  examination  and  for 
which  applications  are  filed  with  the  district  secretary,  certification  will  he  made  of 
eligibles  readily  available  for  employment;  in  other  words,  of  those  who  live  in  the 
place,  or  in  the  vicinity  of  the  place,  of  employment,  and  of  those  who  do  not  live 
there  but  who  have  presented  themselves  to  a  member  of  the  local  board  of  civil- 
service  examiners  (or  to  the  employii^  officer  when  there  is  no  local-board  member) 
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at  the  place  at  which  employment  is  desired.  An  eligible  who  doea  not  live  at  the 
place  where  he  desires  employment  will  not  be  certified  tor  appointment  there  until 
he  hae  pereonally  appeared  before  a  member  ol  the  local  board  of  examiners  (or  the 
employing  officer)  at  that  place,  has  secured  a  certificate  from  the  board  member 
(or  ^e  employing  officer)  showing  the  date  on  which  he  appeared,  and  has  filed 
such  certificate  with  the  district  secretary.  In  this  connection  vicinity  is  defined 
as  the  territory  within  the  usual  commuting  distance.  An  employing  officer  is  the 
official  in  chaige  of  an  office  or  other  establishment.  Eligibles  on  registers  main- 
tained by  the  district  secretary  will  be  certified  for  fillii^  vacaociee  occurring  in 
various  branches  of  the  service  included  in  the  district  system.  From  registers 
maintained  by  local  boards,  certification  will  be  made  of  the  highest  *  qualified 
eligibles  on  the  local-board  roisters,  in  conformity  with  the  special  ngulations 
governing. 

184.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months,  such  retention  is  equivalent  to  his 
absolute  appointment.  In  the  Poet-Office  Service  the  period  of  probationary  appoint- 
ment begins  from  the  date  of  appointment  aa  regular  clerk  or  carrier  and  not  from 
the  dale  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERTICE8. 

185.  A  Manual  of  Esaminations  is  issued  by  the  United  States  Civil  Service  Com- 
minion  in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  r^ular  spring  and  fall  examinations  fat  positions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  eervicee. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Wa^ington,  D.  C,  or  Qie  district  secretary. 

TECHNICAL  AND    SCIENTIFIC   EXAMINATIONS,    ALL 
SERVICES. 

186.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be 
filled.  Eligibles  are  certified  to  vacancies  in  the  departments  at  Washington,  or  in 
the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  Commiseion  may  be  required  for  the  good  of  the  service. 

Information  concerning  theae  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C.,  or  the  district  secretary. 

RURAL  DELIVERY  CARRIER. 

187.  Examinations  for  the  position  of  rural  carrier  will  be  held  as  the  needs  of  tiu 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1677,  Instructions  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Fifth  Civil-Service  District, 
Atlanta,  Ga. 

188.  The  age  limits  for  this  examination  are  IS  and  55  years,  the  maximum  limit 
being  waived  in  the  case  of  honorably  discharged  United  States  soldiers  and  sailors. 
(See  sec.  21.) 

FOITRTH-CLAS8  POSTMASTER. 

189.  All  fourth-class  postmasters  in  the  United  States  are  in  the  classified  service. 
A  copy  of  the  regulations  governing  the  appointment  of  fourth-clasa  postmasteia  may 
be  obtained  from  Hie  United  States  Civil  Service  Commission,  Washington,  D.  C, 
upon  request. 
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DBSCBIPTION  OF  EXAMINATIONS. 
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in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 

remuning  subjecte  of  their  enaminatone  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FIRST-GRADE  EIXAMIKATION. 

1.  Spelling:  Twenty  words  of  more  than  average  difflculty.  2.  ABrrHMBnc: 
Fundamental  rules,  fractions,  percent^^,  intcreat,  discount,  analyaia,  and  atatement 
of  simple  accounts.  3.  PEmiAnaHip:  Rated  on  legibility,  rapidity,  neatness,  and 
gener^ appearance.  4.  Rbportwhitiiio:  Teatinwritinginletterform  areport,not 
more  than  200  words  in  length,  siunmariEiog  and  arranging  in  logical  order  a  serien 
of  facts  incladed  in  a  given  statement  of  400  to  600  words.  B.  Copvinq  AHn  oob- 
BMTnsa  UANnscRipr:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc.    6.  Gaoa- 

RAPBT   AND  CITlL  OOTKSHklBNT  OF  THB   UNFrBD  StaTGS. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

IlMt  SabjKt—SpenUiB,— Spelling  is  dictated  by  the  examiner.  The  words  are  vrltlen  by  the 
competitor  In  (be  blank  apaoea  Indicated  OD  the  first  sbeeC  of  Ibe  examioaUoD.  All  words  abonld  be 
commenced  iritb  capital  letten.  Tbe  examlDei  pioDooncea  each  word  and  gives  its  definition. 
The  competitor  Is  required  to  write  only  the  word  and  not  Its  definition. 

CiiUnda':  A  long  rouod  body.  Frominory:  Containing  a  promtse;  aa.  a  promissory  note.  EnaUUib 
Necc«ary  or  iDdispensable,  iXfcerniWa-  Apparent  or  risible.  Opport\mitt:  A  fit  or  convenient  time. 
BtceHful:  False  or  tricky.  Dtferenct;  Respect  or  regard.  /Tuertunt,-  The  act  ot  placing  in;  as,  the 
insertion  ol  an  adyertisement.  KieliUale:  To  make  easy;  as,  to  factlltate  biielneaa,  Schenectadj/:  A 
cityoItheUnitedStaleB.  A<t}aec7tL-  Ljingnearor  bordering  on.  Souvenir:  Atokenotremembrajice. 
Qnietding:  Yielding  or  giving  up;  as,  conceding  a  point.  Hi\eag<:  Line  of  de»»n[or  ancestry;  as, 
of  royal  lineage.  DdOirimii:  Harmlu]  or  injurious;  as,  deleterious  to  health.  H<irt20Ktal:  On  a  level. 
Patrimonii:  A  D  estate  inberlte']  from  one's  father.  CMtilaUc.-A  written  testimony;  as,  a  marrtagecertlfl- 
cale.   Jfcsennir;  A  place  of  storage;  Bs,awaterre«ervolr.    iVicUfjM:  A  right;  as,  the  privilege  ot  voting, 

8«eond  Subieet— AiltluneUe.— Id  solving  problems  the  procenes  should  be  not  merely  indicated, 
but  all  tbe  figDica  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
problem  should  be  indicated  by  vrlliag  "Abb."  alter  it 

1.  Thia  qwatlon  aomprlaes  a  test  in  adding  ntmibeni  cnHWlse  and  lengthwise.  There  arc  usually 
threecolnmnsolabouttwelvennmbera  each  lobe  added,  a.  Divide  t7A  by  Tf,  multiply  the  quotient 
by  Vi,  and  to  the  product  add  CI.OWT  of  214.S,  3.  A  father  Invened  a  snOcient  sum  of  money  in 
MassBChnwtla  fives  at  B71,  brokerage  i  per  cent,  to  give  his  son  an  annual  income  ot  11,200.  What 
wa«  the  mm  Invested?  1.  The  appropriation  (or  the  Civil  Service  Commission  for  the  flBcal  year 
et1dedJluieMl.lS>T,  Wa4t38.S40.  During  that  year  50,000  persons  were  eiamined.  If  B4  per  cent  of 
thla  number  bttled  to  pass,  and  17t  per  cent  of  those  who  passed  were  appolnWd,  what  was  the  aver- 
age cost  to  th«  Government  of  each  appolnlmentT  0,  On  April  1, 1904,  Amos  Ward  owed  Oraves  & 
Coon  I68.M)  on  account.  April  4  he  sold  them  68  barreln  potatoes  at  t2.7&  per  barrel.  April  e  be  gave 
them  a  draft  on  Ban  Franclaca  for  ll.Seo,  which  they  accepted  at  i  per  cent  discount,  April  n  they 
■old  Ward  BM  busbels  com  at  Hi  cents  per  bushel.  April  16  they  bought  of  blm  1.960  leet  lumber  at 
(1.26  per  hundred  feet.  April  IBlhey  sold  him  MIdOKncbalrsatSOcentseacb,  April  S!l  Ward  bought 
Of  Ihem  1,260  r%gt  at  14  cents  per  doien.  April  28  he  gave  them  a  note  for  tl,820,  due  in  sixty 
days,  April  29  he  bought  of  tbem  2,980  pounds  hay  at  116  a  ton.  Make  an  itemised  statement  of  the 
IsthDIat.l  i:r.     -r;    ,  *^ii,ii,i^,;n. 


above  account  aa  It  Bhonld  appear  taken  Iiom  tba  books  ot  Ward;  make  a  proper  heading:  close 
the  account;  and  bringdown  tbe  balance  as  It  should  have  appeared  Uay  1, 1904. 

Third  Subject— Penmaiuhli).— The  mliag  on  peomuiehlp  will  be  delermlned  by  legiblliiy, 
rapidity,  neatness,  and  general  appearance,  and  bf  coirecQieH  and  anlfonalty  In  tbe  (ormation  ik 
nords.  letters,  and  punctuation  marks  In  tbe  exercise  of  the  iourth  enbjeci— report  vrlldiiK.  No 
particular  style  ol  jienmaQsblp  la  prelcrred. 

Fouitli  Sublect— Bepott  WiltlDi.— In  tbls  exercise  tbe  competitor  Is  given  a  loose  statement  ol 
[acts.  4D(>to  500  words  In  length,  which  he  Is  to  summarlie  and  arrange  Into  a  ](«lca1  and  complete 
report  In  tbe  form  ol  1^  letter  of  not  more  than  ZOO  words. 

This  exercise  Is  designed  to  test  the  competllcir's  knowledge  of  simple  EngllBb  composition  and 
Ma  general  Intelligence.  In  rating  the  report.  Its  errors  of  form  and  address,  spelling,  capitalization, 
punctuation,  syntax,  and  style,  and  the  arrangement,  conciseness,  and  completeness  of  the  report 
are  considered. 

FUtb  Subject — CopylUE  and,  Conectliit  Maniuertiit. — BpelUng.  use  of  capitals,  and  all  omis- 
Blons  and  mistakes  will  be  taJun  Into  conalderatloii  In  ratlDg  this  subject. 

IHrectu/netotlie-<!omptlitor,—Vliite»eorretltd  copy  of  the  manuscript  accompanylDe.  Correct  all 
errorstn  syntax.  Epelllng(ponctoaUon,  and  oapftalliatlon;  write  In  full  abbreviated  words,  etc.,  as 
indicated.    Do  not  paraphiaee  the  language  ot  the  copy,  or  insert,  omil.  or  modify  words,  phrases,  or 


^ ,._.,,  -.  ,!r.ft|t..!:AMUiLA«LL;-.. 


SUtb  Subject— Qeograpliy  and  Civil  Ooveramein  ottbe  TTnltea  Stataa.— Qaos- 

tiossl.  2.  and  S  of  this  subject  are  on  geography  of  tbeIJaiti.iI  StatuH  and  are  similar  to  questlona  1. 2, 
aod  4  of  second-grade  geography  ae  shown  under  that  lubject.  (tuesItoDB  4  and  6  are  on  civil  gov- 
enimenl  o(  the  Uuiled  Elalea.    The  lollovriug  queBtiona  have  been  need: 

i.  (a)  How  are  Jtutlces  of  the  Supreme  Court  appolntedl  (b)  How  many  amendments  have  been 
added  lo  the  Constitution  of  the  (Jailed  StatesT  9.  (a)  Name  two  ways  In  whieb  a  bill  may  become 
a  law  without  the  President'a  signature,  (b)  Name  the  followlDg  offlctals:  Speaker  a(  the  National 
House  of  Represenlatives;  Chief  Justice  of  the  United  States;  and  Secretary  of  Btate. 

BBGOND-ORADX:  RXAMINATION. 

1.  Spbllinq:  Twenty wordBofaveragedifficultyincoininonttBe.  3.  Abithhetic: 
Embraces  additdon,  Bubtntction,  moltipUcateon,  and  divimon  of  whole  numbers,  and 
common  and  decimal  fractiona.  3.  Lbitbr  wamNa:  Test  in  the  use  of  the  English 
language  for  busineBB  correspondence.  4.  Pknmanship:  Marked  on  lability, 
rapidity,  neatness,  and  general  appearance.  B.  Copymo  fboh  plain  copy:  An  exact 
copy  of  a  few  printed  lines  in  competitor's  handwriting.  6.  (Servicea  other  than 
FoetOffice)  GsoaEAPHr:  Questions  relating  to  the  boundaries  of  States  and  to  capi- 
tals, largest  cities,  rivere  and.  other  bodies  of  water,  and  the  location  by  States  of 
prominent  cities;  (Post-Office  Service)  BsAniNO  Addrbssbh. 

The  following  questions  and  tests,  which  have  been  nsed,  indicate  the  general 
character  of  these  subjects; 

First  Sabjeot—Bpelllng.— Spelling  is  dictated  by  the  aiaminer.  The  wonisaie  nritlea  hy  the 
competitor  In  the  blank  ^aces  Indicated  on  the  Rrst  sheet  of  the  examlnaUoD.  All  words  should 
be  commenced  with  capital  letters.  The  eiaminer  pronounces  each  word  and  gives  lis  deflnillon. 
The  competitor  fa  required  lo  write  onlv  the  word  and  not  its  deflniHim. 

OppOTunI:  One.  who  opposes:  as,  a  political  opponent.  Pretident;  The  Chief  Eiecutive  of  tlie 
United  States.  Conqu^or:  One  who  conquers.  WJioieaom^  Healthful;as,  wholesome  food.  Achieve; 
To  gain:  as.  to  achieve  success.  Tranquil:  Quiet  or  peaceful.  BdaiJt:  To  separate  or  remove;  as,  to 
detach  a  leaf  from  a  boob.  EepenHBt;  Very  costly.  Deaait:  Death;  as.  a  person's  decease. 
NoUeeable:  Worthy  Of  notice;  as,  a  noticeable  occasion.  SusjridOuj;  Eiciting  suspicion;  as.  a  sus- 
pleiouB  circumstance.  Ibnux:  A.  raised  bank  of  earth.  Rapptag:  Uaking  a  number  of  quick  blows. 
Language;  The  speech  of  a  people;  as,  the  English  language.  Sehidnlt:  A  list  or  Inventory;  as,  a 
schedule  of  prices.  Tging:  Binding  or  fastening  with  a  cord.  VtUgar:  Low  or  mean.  Couric;  Away 
or  track ;  as.  a  race  course.  Sakiry:  A  staled  allowance  paid  for  servtces.  Chicago:  A  city  in  the 
United  States. 

Second  Subject— Arittmetlo.— In  solving  prolilems  the  processes  shonld  [>e  not  merely 
Indicated,  but  all  tlie  flgurea  necessary  in  solving  each  problem  should  be  given  in  full.  The 
answer  to  each  problem  should  be  Indicated  by  writing  "Ans."  after  It. 

1.  Add  the  following,  and  fntm  the  sum  sDhtract  32,8SS,fi9(l  (here  will  be  given  a  short  column  of 
flgurei).  2.  Multiply  Tf*.  by  36.8,  and  divide  the  pri>duct  hy  1.92.  Solve  by  decimals.  8.  A  carrier 
can  assort  43  leClera  or  37  papers  In  a  minute.  At  this  rate,  bow  many  hoars  will  it  lake  him  to  assort 
8.K*  letters  and  185  pounds  of  papers,  averaging  7  papers  lo  the  poundf  4,  A  lot  which  was  63  feet 
wideandlGOfeetlong  sold  EorS6,347.Ga,  which  was  one-fourth  more  than  it  cost.  What  was  the  cost 
per  square  footf  S.  In  a  certain  mall  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  the 
rale  of  3  papers  to  every  7  ouncee.    How  many  papers  are  there  in  the  mall?    ISouDCess]  pound. 

Tlltra  Btlbjoot— lietter  Writing.— The  oompeBlor'is  permitted  to  write  on  either  of  two 
subjects  given.    The  fallowing  subject  has  been  used: 

Write  a  letter  of  not  less  than  125word«  giving  your  vlewias  to  the  advantages  derived  from  free 
public  librariee  in  the  principal  citle«  of  your  State.  This  eiercise  Is  designed  chiefly  to  test  the 
competitor's  skill  in  simple  English  componitlon.  In  rating  the  letter.  Its  erroia  in  form  and  address, 
'  I  spelling,  cBi^talizatlon,  punctuation,  syntai,  and  style,  and  its  adherence  to  the  subject,  will  be 


Fourtli  SnbJeot^Peninanabip.— The  rating  on  penmanship  will  be  determined  by  legi' 
blllty,  rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  forma- 
tion of  words.  letleiB,  and  punctoation  marks  in  the  exercise  of  the  subject  of  copying  from  plain 
copy.    No  particular  style  of  penmanship  is  preferred. 

FUtb.  Subject — Copying  front  plain  Cop;.— N.  B,— Paragraph,  spell,  capltallie,  and 
punctuate  precisely  as  In  copy.  All  omissions  and  mistakes  will  be  taken  into  consideration  in 
rating  this  subject. 

Make  an  exact  written  copy  of  the  following: 

No  recommendation  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  of  his  political 
01  religious  opinions  or  alBllatlons  shall  be  received,  filed,  or  considered  by  the  Ck>mmlssiOD,  by  any 
board  of  eiaminers,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reductiona, 
or  In  imposing  punLihment  ior  delinquency  or  mlscondnot,  penalties  like  in  character  shall  be 
Imposed  for  like  otfenses,  and  action  thereupon  shall  betaken  irrenpectlve  of  the  political  or  religious 
opinions  or  aSHiatlons  of  the  otTenders.  A  penon  holding  ■  position  on  Uie  date  said  posi- 
[SthDIst,)  .    .     . 
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tton  la  clanUed  under  the  clTil-serrlce  act  shall  be  entitled  to  all  the  rights  and  benefits  pOeaesBed 
by  persons  Of  the  Bane  clam  ot  grade  appointed  upon  examination  under  the  provisions  ol  said  act, 

BUtli  Subject— (Ser7loeaottiertIianPoat-Otnoe)--C>eograpIi  jr. — N.B.— Competltora 
are  cautioDed  not  to  exceed  the  requirements  of  the  questions  in  their  answers,  as  the  full  value  of  a 
point  will  be  charged  for  each  incorrect  point  in  the  answer, 

1.  Name  St&tes  as  follows:  Two  which  border  Florida  on  the  north;  two  which  border  Coloiado 
on  the  north;  two  which  border  New  York  on  the  east;  two  which  border  Wisconsin  on  the  west; 
one  which  borders  Oregon  on  the  north;  one  which  borders  New  Hampshire  on  the  east.  2.  Name; 
The  largest  two  tlTere  which  border  oo  Kennicky;  the  largest  two  lakes  which  border  on  Micblgan; 
the  largest  two  sounds  on  the  coast  of  Ncrth  Carolina;  the  two  bodies  of  water  which  the  Niagara 
Elver  connects;  a  river  which  borders  on  Nevada;  the  ilver  on  which  Omaha  is  situated.  3.  <a) 
Name  the  capital  of  each  of  the  lollowing-named  States:  WsshingtOD,  Michigan,  Arkansas,  Mary- 
laud,  Massachusetts;  (A)  Name  the  most  populous  city  in  each  of  the  tollowlng-nanied  States;  Penn- 
sylvania, Oregon,  Vermont,  Louisiana,  llUnole,  1.  In  what  State  is  each  of  the  following-named 
prominent  cltleB.  located:  Ashevllle,  Trinidad,  Amsterdam,  Flndlay,  Lynchburg,  Sedalia,  Walla 
Walla.  Keeoe,  Macon,  Superior. 

Slitb  Sutjeot— (Foat-onioe  Service)— Reading  Aadresaea.— This  exercise  condstsol 
tjie  reading  of  a  number  of  written  addresses,  whtchare  pbolollthographed  on  one  aheet,  Aaeeond 
sheet  is  ftunlshed,  which  conlalDS  the  same  addresses,  these  addreases  t>elng  printed  and  contaluing 
errors  ol  omission,  subsUtuUon,  or  Insertion.  The  competitor  is  required  to  indicate  the  errors  in 
each  printed  address  by  drawing  a  line  below  the  word  with  pencil,  thup,  Wllam  for  William,  in  any 
portion  ol  a  printed  address  which  is  Dot  a  correct  copy  of  the  writleu  address.  He  should  not  draw 
a  line  through  the  incorrect  word  aor  write  the  correct  word  over  it.  He  should  indicate  any  words 
figures,  or  Initlola  omitted  on  tlie  printed  sheet  by  the  use  ol  a  caret,  thus.  A,  but  should  not 
Indicate  the  omissIOD  or  substitution  of  a  particular  letter  in  a  word  by  the  uso  of  a  caret.  Words 
abbreviated  In  thewritten  address,  bat  printed  in  full  in  the  printed  address,  are  r^arded  as  correct 
if  the  correct  words  are  printed.  Differences  In  punctuation  or  capitalisation  are  not  regarded  as 
errors.  All  competitors  will  be  started  at  a  given  signal  and  will  be  stopped  together  at  the  end  of 
ten  (10)  minutes.    The  rating  will  be  determined  on  accuracy  only. 

The  following  are  lilnstrallonB  of  the  method  which  should  be  pursued  In  indicattag  errors: 
WhITTBN  ADDRESS— CORRECT. 


High  Road,  Gisad  Forks,  North  Dakota. 
WRITTEN  ADDRESS-CORRECT. 


J. 

■,'0d::vGOO<^IC 


PRINTED  ADDHES8-WITH  ERRORS  NOTED. 

Major  A  A.  T\  Chandler, 

Fort  Thompson,  Alden  County,  Alabama. 


THIItO-ORAOB  HZAMnrATION. 

!•  Spklliho:  Twenty  simple  words  in  ordinary  nae.  2.  AitiTHUEnc:  Embraces 
addition,  sabliftction,  multiplication,  and  division  of  whole  numbers  and  of  United 
8tat«s  money.  S>  Lkitkr  writiko:  Test  in  the  use  of  the  English  language  for 
bnsin€M  correspondence,  i.  PxNUAnanip:  Marked  on  legibility,  rapidity,  neatnesa, 
and  general  appearance.  5.  Copyino  prom  plain  copy:  An  exact  copy  of  a  few 
printed  lines,  in  competitor'a  handwriting.    6.  Ejipbhiencb. 

The  following  qaestions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

Fust  8  nbJeot—BpelllnK.— Spelling  Is  dictated  by  tbe  eiamlneT.  The  words  are  written  b; 
thecompetlMrln  the  blank  spaces  Indicated  on  the  flnst  sheet  of  the  examination.  All  words  should 
be  commeDced  with  capit&l  letten.  The  examiner  pronouacee  each  word  and  gives  lla  deflnitlon. 
Thecompetltor  is  required  to  write  only  the  word  and  not  Ita  deSalUon. 

Sugar:  A  sweet  substance  msde  from  the  jnlce  of  the  sugar  cane.  J^tdge:  Bomethtng  given  as 
security.  Oathier:  One  who  has  charge  ol  money  in  a  bank.  Figtire:  A  mark  representing  a  num- 
ber. Oarrytng:  CouveylDg  or  traosportlng  In  any  way.  fmutlft.-  The  measure  from  side  to  side. 
Shed:  Tbeamountol  paper  made  In  one  body  or  piece:  as.  a  sheet  of  paper.  EatSy:  loan  easy  man- 
ner. fV<?nMer.-  The  border  or  limits  ol  a  country.  IWiemx:  The  state  or  quality  of  being  patient. 
Buai:  The  act  of  gnenlng;  as,  togueesatone's  welgbt.  Tlmai;  The  act  of  threatening;  as,  to  make 
a  threat.  Diamond:  A  precious  gem.  Vi^U:  To  go  to  see;  as,  to  ylrit  a  friend.  Stpair:  To  mend  or 
makeover;  as.  to  repair  clothes.  Peoplt:  The  body  of  persons  composing  a  nation;  as.  the  Amerloau 
people,  iitgultv;  To  be  In  need  ol;  as.  to  require  money.  Oroue.- Soft  animal  lat.  ..liuwcr;  To  reply 
to;  as.  to  answer  a  letter,    EcM:  To  live;  as.  to  exist  In  poverty. 

Beoona  SuCdeOt— AntttmetlO.— In  solving  problems  the  pniceraee  should  be  not  merely 
indicated,  but  all  tbe  flgurea  neceffiary  in  solving  eacli  problem  should  be  given  In  lull.  The  answer 
to  each  problem  sbould  be  Indicated  by  writing  "Ans."  after  It 

1.  (Tbts  question  will  consist  of  a  short  column  of  figures  to  be  added.)  S.  IHvlde  2.40B.M8  by 
4.T3Z.  8.  Uultlply  8,643  by  608,  and  then  subtract  »S,T46.  4.  A  merchant,  who  spent  K2S,  bought  66 
pounds  of  butter  at  30  cents  per  pound.  84  barreln  of  apples  at  13.35  per  barrel,  and  spent  the  remainder 
tor  coffee.  How  much  did  he  spend  for  oofieeT  Q.  During  the  month  ol  August  4HI,0aO  bushels  ol 
wheat  were  shipped  from  a  certain  port. .  During  September  87,960  more  bushels  were  shipped  than 
during  Au^t.    What  was  the  total  number  of  buabels  shipped  In  tbe  two  months! 

Tblrd  BuUjeot— IiOtter  Writing.— The  competitor  la  permitted  to  write  on  either  one  of  two 
subjects  given.    Tbe  following  subject  has  been  used: 

Write  H  letter  containing  not  lew  than  100  words  etatlng  some  of  tjie  advantages  now  derived  by 
mankind  from  the  art  of  printing.  This  exercise  Is  dedgned  chiefly  to  test  the  competitor'B  skill 
In  simple  English  composition.  In  rating  the  letter.  Its  errors  in  form  and  address.  In  spelling,  capi- 
talization, punctuation,  syntax,  and  style,  and  Its  sdbercnce  to  tlie  subject,  will  be  oonsideTed. 

FOurtb  SnDJeot  -FenmaiiBnip.— The  rating  on  penmanship  will  be  determined  by  la- 
bility, rapidity,  neatness,  andgeneisl  appearance,  and  by  correctness  and  unlfonnity  In  the  forma- 
tion of  words,  letters,  and  punctuation  marts  In  the  exercise  of  the  flftb  subject— copying  from  plain 
copy.   No  particular  style  of  penmanship  Is  prelerred. 

Firtli  subject— Copying  from  Plain  Copy.— N.  B.— Paragraph,  spell,  oapitollie,  and 
punctuate  precisely  as  In  the  copy.  All  omissions  and  mistakes  will  be  taken  Into  consideration  In 
rating  tbls  subject. 

Moke  an  evaet  wr^fgn  ropy  of  Ihe/oiiowing: 

The  present  postal  policy  Is  to  carry  newspapers  In  some  cases  tree,  and  in  all  other  cases  at  much 
lower  rates  of  postage  than  is  charged  for  letters;  the  one  being  lor  the  puhlie  weal,  whll^the  other 
is  for  private  benefit.  If  the  lelegrapti  becomes  a  part  o(  the  service.  It  will  still  be  the  duty  of  the 
Department  to  transmit  telegrams  lor  tbe  press  at  much  lower  rates  than  for  private  Individuals. 

BRIEF  OUTLINE  OF  THE  RUIiES  FOR  BATING  EXAMINA- 
TION PAPERS. 

As  soon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are 
rated  and  tbe  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  fail.    The  following  is  a  brief  ontline  of  the  rules  [or  ratii^: 

aoLBS  FOR  BATiHO  SPBUJHO.  From  100 

deduct- 

1.  For  each  error  In  spelling  when  the  exercise  constats  of  30  wonls S 

2.  For  eaeb  error  In  capltaliiatlon 1 

8.  Tot  each  lallure  to  ose  or  for  each  wrong  use  of  Che  hyphen  and  for  each 

sfon  of  a  word  iota  a  compound  word  when  required  to  be  written  solid 
|Gth  Dlst.) 


FiomlOD 

deduct— 

1.  For  each  wrong  procen,  producing  iDCorrect  lesalt,  Id  praponJon  to  the  number  of  stepa 

involved  and  gravity  o[  error IDtolOO 

2.  For  ttecimal  error  and  for  each  evasion  of  a  decimal  or  common  traction  teat 2G 

S.  For  each  error  In  computaUon  or  In  copying  (nun  the  prinlBd  question  or  from  work 10 

4.  For  minor  errors,  each  as  wrong  indication  of  a  correct  process,  incorrect  oi  inconsistent 

punctoaUon,  Impn^ier  use  of  lymbols  of  detd^natloD.  Improper  or  incorrect  deelgnatlon 

ol  a  partial  or  final  result,  elo B  to   10 

f>.  For  failure  tosbow  work  as  required  In  solation  ol  problems 25  to  76 

InnUngthe  letter.  Its  errors  In  form  andaddrea^  In  spelling,  capltalliaUoD,  poDctUHllon,  syntax, 
and  style,  and  tw  adherence  lo  and  treatment  o(  the  subject  given  are  considered,  and  its  value.  In 
the  jui^mcnt  of  the  examiners,  determined  on  a  scale  of  100. 

In  determining  the  rating  for  letter  writlnc  It  ia  proper  for  Uie  examiner  to  be  guided  In  a  general 
way  by  tbe  following  scheme:  Excellent,  W  lo  90;  good,  «0  to  SO;  folr,  80  to  70;  ordinary,  70  lo  60; 
poor,  60  to  Kh  very  poor,  W  to  25;  practically  worthless,  2&  to  0. 

In  general,  In  addition  to  conciseness  and  completeness  al  the  simunary,  the  same  elementn  will  be 
considered  In  rating  this  subject  as  are  considered  In  rsHng  letter  writing,  and  the  ratings  nil)  be 
determined  upon  practically  the  same  basis. 


Penmanship  la  rated  according  to  Its  value  on  a  scale  of  100.  In  determining  the  rating,  legibility, 
rapidity,  neatnesa.  and  general  appearauGe.  as  well  at  correctness  and  uniformltr  In  Che  formation  of 
woida.  letters,  and  punctuation  marks,  are  considered,  and  it  is  proper  lor  examiners  to  be  guided  In 
a  general  way  by  the  following  scheme;  Bioellent,  90  to  85;  very  good,  SB  tnSO;  good,  SO  to  75;  ordi- 
nary, 75  to  70;  poor,  70  to  65;  very  poor,  M  to  50;  below  the  grade  of  "very  poor,"  BO  to  10. 

deduct— 

1.  For  each  word  or  llgnre  omitted,  repeated,  substituted,  or  Improperly  inserted 5 

a.  For  each  error  In  spelling,  (or  each  tranipositlon,  for  each  abbreviation  not  In  the  copR  tor 
each  failure  to  capilallie  according  to  copy,  for  each  talluro  lo  punctuate  according  to 
copy,  [or  each  failure  to  Indent  margin  as  In  copy,  for  each  error  In  paragraphing,  and 
for  IrrogulaTlly  in  lelHiand  margin 6 

3.  For  each  mtsdlvMon  of  a  word  at  the  end  of  aline,  for  each  omission  or  Improper  oseo£  the 

hyphen  in  dividing  a  word  at  the  end  of  a  line,  lor  each  word  altered.  Interlined,  or  can- 
celed, for  each  blot  or  minor  erasure.  If  not  neat 1 

4.  For  any  other  deviation  Imm  copy  not  covered  bv  the  foregoing,  charges  are  made  In  the 

discretion  of  the  examlneis, 

deduct — 

1.  For  each  error  In  spelling  (only  one  Chaige  to  be  made  for  the  repeated  misspelling  of  the 

same  word  In  tbe  same  manner);  lor  eacb  error  in  syntax  {no  chaises  lo  be  made  for 
consequential  errors) ;  for  each  word  omitted,  Inserted,  or  substituted  wblch  avoids  a  test 
01  causes  on  essentia]  change  In  meaning;  for  failure  to  write  any  transposition.  Inser- 
tion, or  Inclosure  as  Indicated;  for  restoring  a  word  or  words  canceled  In  the  copy  <only 
8  to  be  charged  for  realorlng  any  group  of  words  canceled  together  In  copy);  for  each 
Impicant  word  omitted  from  a  phrase  brother  group  of  words 8 

2.  Formaklngany  transposition  ol  a  word  or  group  of  words  not  Indicated;  for  eacb  abbre- 

viation; for  Irregularity  in  left-hand  margiu  (in  each  of  the  three  cases  Indicated  accord. 

Ing  to  gravity  ol  error itoS 

5.  For  wrldngpartof  theeierclseand  thencommenciog  again;  lor  signing  name 5 

A.  For  eacb  change  In  tense  or  number  which  does  not  result  In  an  error  of  syntax  or  radical 

change  In  meaning  (only  one  charge  to  be  made  for  a  consistent  sequence  of  ciianges); 
foreacb  word  omitted,  Inserted,  substituted,  or  repealed  which  does  not  avoid  a  leat  or 
cause  an  essential  change  In  meaning;  foreacb  error  In  capitalization,  punctuation,  Inden- 
ladon,  paragraphing,  or  in  division  of  words;  for  eacb  omission  of  (he  hyphen  or  for 
placing  It  St  the  beginning  ol  the  line  Instead  of  at  the  endol  the  preceding  line  (total 
charges  In  either  case  not  to  exceed  B);  for  stenographic  periods  (only  one  charge  in 
exercise);  foreacb  blot,  eacb  word  interlined  or  canceled,  each  alteration  or  erasure  If 
not  neat  {not  more  than  Btobe  charged  for  anyone  Interlineation,  cancellation,  alteia- 
tlon,  or  erasure);  for  omitting  an  unimporlsnt  word  from  phrases  or  other  groups  of 
words;  for  the  omlsdon  or  Insertion  of  a  stroke  in  a  letter 1 

6.  For  paraphrasing  the  language  of  the  text,  aeooidlng  to  gravity  of  error BloIOO 
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In  rating  tUi  subject  each  uuwer  la  rated  In  the  Judgment  of  the  eiamlneis  according  (oita  value 

When  the  question  leqolies  [□  the  uuwer  a  epeclSed  number  of  Btatei,  countrlee.  cities,  rivers,  or 
bodies  of  watere,  ete.,  and  the  uuwer  contoina  a  greater  number  than  ii  required  b;  the  question, 
each  incorrect  put  or  point  shall  be  charged  the  value  ol  a  required  part 


Tbe  iBling  on  this  aabject  ia  (or  acconcy  only.  A  charge  of  2  la  made  [or  each  error  or  omission  In 
noting  the  errors  on  the  printed  sheet  when  compared  with  the  correct  written  addresaes  given.  Tbe 
difference  between  the  lum  of  the  errors  thns  Foond  and  100  Is  the  raUng  on  this  eubject. 


>f  tbe  examiners  according  ic 


The  geography  will  be  rated  as  indicated  al 

In  rating,  each  answer  vlU  be  rated  In  tbejadgmentot 
scale  ol  lOD. 

When  tbe  qneation  requires  In  the  answer  a  apedflcd  number  of  parte  or  points,  and  the  ai 
given  Includes  a  greater  number,  eacb  Incorrect  part  or  point  shall  be  charged  the  value 
required  part. 

By  order  of  the  Commiasion: 


v 

/ 


USE  THIS  BLANK  WHEN  WRITING  FOR  APPLICATION 
V  FORM. 

Peivonadeuriiig  to  be  ezamiDed  for  any  of  the  positioiis  referred  to  in  titit  pam- 
phlet thouidfira  read  careJuUy  the  irtetmclvmt  contained  in  the  pamphUi.  AppKt^tioni 
wOl  not  be  accepted  from  prrioja  who  are  unabU  to  meet  the  re^iretnenii.  For  certain 
ez«mination8  applicfttdon  forms  are  iasoed  onl;  between  datee  which  are  specified  in 
the  pamphlet,  and  for  others  only  when  examinationa  are  required  to  meet  the 
needs  of  the  service.  If  an  examination  is  to  be  held,  the  blank  form  below  shonkl 
be  torn  off,  filled  out,  and  mailed  to  the  district  secretary. 

FoBM  1372— Hequeot. 


Sbcbctarv,  Fipth  Civiif^&RvicB  DisnticT, 

AUanbi,  Ga. 

Please  mail  to  the  address  given  below  application  form  No ,  in  order 

that  I  may  take  the examination 

at 

(Date.) 
Signature, 


:.vGoo<^Ic 
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■1  Gooi^lc 


Addiliaial  poHtkxM  i^r  be  iiK:lBikd  in  the  Foartfa-DHtrietar^nintxm  wfaentfas 
eonditiaaBctf  tfaeaerneerakks  aBcfaadditiaaa  deniable  knd  pfwiic»Me. 

4.  An  arQ-flerrice  work  pertMning  to  thepowtjongpined  tn8ection3ignnderUw 
D  ol  ft  dbbict  MoctafT,  aobiect  to  the  aaperriabn  of  the  Cnited  States  avil 

The  addran  of  the  diatrid  aecietat7  ia,  "  Setretary,  FoDitfa 
OnlSerrieeDiAwt,  Waahmgton.  D.  C" 

5.  Ftor  infonaatkn  eoneaning  ^^■'m*"  aod  Talirim  nf  p'™*")*'^  inai^Ftodwal 
jyJK^p>^  inqaijy  dioaJd  be  made  crftiie  official  inchai^of  tbe  fiffiftf, 

HOW  TO  PBOCEED  TO  SECURE  AN  EXASOSAnOS. 

&  Varandee  in  all  poatioiia  eovcnd  by  tfaia  poMioiioD  are  fiDed  by  open  eom- 
petitne  tti'"'''**^™',  nnlea  filled  br  ranatatemmt,  twmn^a,  or  piaantiaa. 
KTa"iira1^ii"t  are  open  b>  all  dtiiaie  of  tbe  United  States  vbo  eomply  with  ttie 
twiuinaiienla.  Anons  who  widi  to  lake  anj  of  tbe  exaJninatiooa  described  sboold 
follow  the  diieebane  oaitaiaed  in  this  pamj^ikt.  In  writing  for  appUcaticHi  forma 
or  for  infocmatkn  the  name  of  tba  examinatioa  deared  ritoold  always  be  Mated. 
Tbe  qifrficstioD  fann  when  lecaved  rtMoM  be  carefttUy  filled  oat  in  aceordaiKe 
with  tbe  inatraetioas  [nnted  tbereoa  and  mailBd  wiihoot  delay  to  tbe  Senetary, 
Foorth  United  States  aril  Serrke  IMatrict,  Wadiington,  D.  C.  If  tbe  anilicatioD  n 
Rcoml  by  tbe  diebict  nt  ii  laij  within  tbe  lime  prescribed  for  the  ncopt  at  a^jpli- 
eatiaoB.  and  the  applteant  ia  fonod  to  be  entitled  to  the  examtnalioD  leqitarted,  a 
CHid  will'be  Bmt  to  him  in  ample  time  to  admit  him  to  the  ezamiDatian  if  a  mailal 
test  is  required.     ^Seep.  23  ftw  method  of  making  regiMereof  the  names  ot  thoee 

T.  The  tinie  ol  filing  appBcatiop  somotimeB  determines  tbe  i^atiie  positioB  of  an 
eligible  on  the  legiEter.  as  wboi  two  eUgtUes  bate  tbe  same  average  the  cne  whose 
api^icalian  is  filed  in  ccmplete  form  firA  is  traced  on  the  t^ift»-  ahead  of  the 
other.  It  ia  tho^oie  advBiMe  for  applicants  to  file  their  af^catioDS  as  soon  aa 
ponUe  after  tbe  receipt  of  the  Mank  aniUcstioa  forma. 

8.  A  laige  nomber  of  commmuealians  ant  received  in  whidi  tbe  writen  £u]  to 
give  their  fall  poetroffice  addreases.  and  in  many  cases  the  letters  are  not  signed. 
Apptiants  sboold  see  that  their  names  are  plainly  and  cwrectly  written  and  tbor 
port-office  addidiMi  (city,  rtreet,  and  nomber)  giTen  in  tnlL  A  nnmbn'  of  applicn- 
fjMMt  fail  to  naili  tbe  dtstrict  eectetary  on  accomit  of  not  having  euffioent  poetaga 
attaf^M^i  Csoally  at  kast  foor  cents  b  required.  It  is  not  oeceaary  to  indoee 
liisi^i  Blan^  in  wds  to  secore  a  r^y  from  tbe  district  secretary. 

PEBEOXS  WHO  SHALL  NOT  BE  EXAMIKED. 

9.  Any  o^ttiefoOowiiig iballbeealficienteaaK for  eictodinga  person  from  exami- 

'i )  Tbst  he  B  not  a  dtiatn  of  or  does  not  owe  alkgiaace  to  the  United  Sutn. 
(See  see.  5?.) 

ibi  That  be  is.  on  tbe  ilate  al  tbe  examinatioo.  onder  the  minimnm  or  over  the 
maxmiDm  age  limit.     (See  sec  19. ) 

(c)  Tint  be  hM  any  oi  the  following  defects:  Insanity,  tnbemikei^  panlysis,  ^- 
kpey,  biindno^  looi  of  both  ainM  or  both  lep,  foes  ot  arm  and  kg,  bwUy  crif^ed 
14iknit.] 


or  deformed  bands,  BTma,  fwt,  or  legs,  uncompensated  valvular  disease  of  the  heart, 
locomotor  ataxia,  cancer,  Bright'e  disease,  diabetee,  or  is  othenrise  physically 
disqualified  for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beven^es  to  excess. 

(«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permiflrion  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.     Written  permiffiion  must  be  filed  with  the  formal  application. 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  lor 
which  he  again  desires  to  apply.  This  restriction  does  not  apply  to  persons  who, 
having  taken  one  annnal  examination,  desire  to  take  the  next  annnal  examination, 
although  a  full  year  may  not  have  elapsed. 

(g)  That  he  has  been  dismissed  from  the  Federal  service  for  delinquency  or  mis- 
conduct within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed 
from  the  service  rests  with  the  CommiBsiou,  and  each  case  of  this  character  will  be 
considered  on  its  individual  merits. 

(h)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of 
his  probationary  service.     (See  sec,  177. ) 

(t)  That  he  has  made  a  false  statement  in  bis  application,  or  has  been  gnilty  of 
frand  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notoriously  dicigraceful  conduct. 

(j)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  service  of 
the  United  States. 

PREFERENCE  IN  APPOINTMENT. 

10.  Section  1764  of  the  Revised  Statutes  provides  that  persons  honorably  dis- 
charged from  the  military  or  naval  service  by  rftuon  of  ditabilUy  remUHng  from  wound* 
Ttctived  OT  neknttt  incurred  in  tht  litte  of  duty  shall  be  preferred  for  appointm^ite  to 
the  dvil  offices,  provided  they  are  found  to  fiossesi  the  bnsineea  capacity  neceeaary 
for  the  proper  dischaige  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preterencebytheCommisaionhasthefoUowingadvantages:  (n)  He  is  released  from 
alli^^  limitations;  (i>)  he  has  to  attain  an  average  percentage  of  only  66  to  be  eli^ble, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  tiaving  attuned  an 
average  percentage  of  66,  his  name  is  placed  on  the  register  above,  anil  is  certified 
before,  those  of  persons  who  have  not  been  allowed  preference;  and  (<i)  heia  released 
from  the  law  and  rules  relating  to  apportionment  of  appointments.  Appointments 
in  the  Field  Service  are  not  apportioned.  If  on  the  same  roister  the  names  of 
more  than  one  preference  claimant  appear,  the  name  of  the  claimant  having  the  high- 
est average  percentage  will,  of  course,  head  the  list.  Preference  under  this  section 
does  not  apply  to  promotion  examinHtions  or  to  examinations  for  the  Philippine 
Service, 

DEAF-MUTES. 

11.  On  April  7, 1909,  the  President  issued  the  following  order  in  regard  to  the 
y  admission  of  deaf-mutes  to  civil-service  examinations: 

Desf-muleB  ma;  be  admitted  to  examinatlonB  for  all  places  in  the  clasitfled  civil  eervlce  of  the 
United  States  whose  duties.  In  theoplolon  of  the  heads  of  tbeseveial  ezecuUve  departmenls,  (he; 
mar  be  coiiBldeied  capable  of  peiformhiK,  sad  each  department  vlll  funxluh  to  the  Civil  Service 
ConuoialoD  a  list  of  guch  posltioiie.  vhloh  Hat  ihall  not  be  chaneed  nlUumt  pnvions  notice  to  the 
Commiaslon  and  la  accordance  with  which  the  Commission  shall  certify  or  withhold  Itom  carUflc*- 
tiaij  deat'mules  as  they  ate  reached  In  tbelr  order. 

Form  1786,  contiuninga  list  of  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  request. 
[itfaDlSt] 
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OTHER  GENERAL  INFORMATION. 

12.  A  person  holding  a  clasdfied  position  will  not  be  permitted  to  compete  in  an 
examination  of  the  eame  kind  ee  that  given  for  the  position  occupied  or  of  the  hind 
which  reunited  in  appointment  to  the  service  until  after  three  yeate  from  the  date 
of  appointment.  This  regulation  does  not  apply  to  a  person  who  has  been  examined 
for  and  appointed  to  the  field  Service  and  deeireB  to  be  examined  for  the  Depart- 
mental Service  at  Waahington,  D.  C,  the  Isthmian  Canal  Service,  or  the  Philippine 
Service,  or  vice  verm.  Neither  does  it  apply  to  a  person  who  is  to  be  dismissed 
from  the  service  within  the  three-year  limit  on  account  of  necessary  reduction  of 
force  and  who  has  not  been  examined  within  approximately  one  year  from  the  date 
of  the  examination  to  which  such  person  eeeks  Hitrance.  It  is  not  necessary  for  a 
person  to  resign  a  Government  position  in  order  to  take  an  examinatioa  for  a  pom- 
tion  of  a  kind  different  from  that  occupied  and  of  a  kind  diOerent  from  that  which 
resulted  in  appointment  to  the  service. 

13.  Many  applicants  fail  to  execute  their  applications  properly  orful  in  the  exami- 
nations not  becanse  of  a  lack  of  knowledge,  but  through  haste  and  carelessneoi 
in  reading  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  exercised  to  comply  with  every  requirement.  In  the 
examinations,  while  competitors  must  complete  their  work  within  a  prescribed  period, 
the  time  allowed  is  ample  for  the  careful  consideration  of  every  question  given. 

14.  Under  section  28  of  the  Criminal  Code  ol  the  United  States  any  lalie  statement 
In  an  application,  alteration  of  a  voucher  or  certlflcate,  or  the  presentation  to  the 
OomniiBBlon  of  a  paper  containing  such  false  statement  oi  alteration,  Is  a  violation 
of  the  law.  A  number  of  persouE  guilty  under  the  statute  mentioned  have  been 
convicted.  The  United  States  Supreme  Court  has  held  that  it  is  not  essential  to 
charge  or  prove  an  actual  flnandal  or  properly  loss  to  make  a  case  of  defrauding  the 
United  States  under  the  statute. 

15.  TheCommissioniBnot  responsible  for  delay  in  the  receipt  of  applications.  Ap- 
plications sent  by  mul  are  not  received  unless  postage  is  fully  prepaid.  Mailii^  an 
application  Is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  d^red. 

16.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, should  keep  the  district  secretary  informed  of  any  change  of  post-offlce  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examinatioa  taken,  and,  if  educational, 
the  place  and  date  of  examination. 

17.  The  results  of  examinations  are  determined  as  promptiy  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  ralii^  of  their  papers  is  com- 
pleted. Nothing  con  be  guned  by  writing  to  either  the  district  secretary  or  the 
Commission  to  expedite  the  rating. 

18.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  el^ble  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for  ' 
examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligi- 
ble, but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more  mem- 
bers of  hie  family  are  in  the  service. 
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A  peiBon  shown  by  his  application  not  to  have  more  than  one  member  of  bis 
bmilj'  employed  in  the  aervice,  and  who  is  therefore  apparently  eligible  for  certifi- 
cation and  appointment,  may  berame  ineligible  through  the  appointment  of  otht^r 
members  of  hie  family  subsequent  to  the  filing  of  his  application.  Ever;  elif^ble 
must  therefore  promptly  iofonn  the  district  secretary  when  anj»  additional  members 
of  hia  family  are  appointed  to  the  classified  service,  and  he  is  warned  that  if  he  fiuls 
to  thus  notify  the  district  secretary  and  there  results  a  tender  of  appointment  which 
he  accepts,  his  appointment  will  be  illegal  if  two  members  of  his  family  are  then 
employed  in  the  claeeified  service,  and  any  expense  incurred  in  reporting  for  duty 
or  otherwise  will  be  at  his  own  risk. 

19.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  examination  if  on  the  date  tiiereof  he  has  reached  or 
passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age.  For  example, 
when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to  the  age  of  40 
7ears,  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached  his 
twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on  the  date  there- 
of he  has  reached  his  fortieth  birthday.  The  age  limits  for  all  examinations  are 
wtdved  in  the  case  of  persons  honorably  diacharged  from  the  United  Stales  mili- 
tary or  naval  service  by  rtaton  of  dUabilily  TegulUjtg  from  tuoundt  TKeived  or  acknat 
mcarred  in  Hu  line  of  duty.     (See  sec.  10. ) 

20.  The  Oommisaion  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  suffldent  number  have  been  distributed  or 
lecdved. 

21.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

22.  All  applicants  must  make  oath  in  their  applications  to  thai  United  States  dti- 
senship  or  allegiance.  In  the  case  of  a  foreign-bom  citizen,  dtizenship  must  be  fully 
proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  by  submitting  the  affidavits  of  two  disinterested  citi- 
tens  to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate 
was  issued. 

(6)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  ti^ether  with  affi- 
davits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
jo  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marri^e  certificate  or  other  satisfactory  evidence  of 
marriage,  accompanied  by  t^e  final  naturalization  certificate  of  the  husband,  must 
be  submitted, 

(d)  If  naturalized  by  marriage  toanative  American  citizen,  the  marrii^  certificate 
most  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
thehusbandfthe  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
dtizen.  Such  affidavits  should,  if  possible,  show  place  and  date  of  the  husband's 
birth. 

(e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  atizenship 
must  be  proved  as  in  {b)  above. 
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(/)  If  the  applicant  haa  been  honombly  discharged  from  tlie  Regnlor  or  Voltmteer 
Ann]'  of  the  United  fitatea,  and  haa  resided  at  least  one  year  In  the  United  Btatea, 
he  may  be  admitted  to  dtizensbip  npon  filing  petition  with  'the  proper  court,  as 
provided  bj  aection  2166,  iteviaed  Statatea.  . 

(g)  If  the  applicant  has  been  bctnorably  dischanced  from  the  United  States  Navy 
after  a  service  of  five  consecotive  jean,  or  from  the  United  States  Marine  Corps 
after  one  enlUtment,  he  may  be  admitted  to  dtizenabip  upon  flUtw  petition  with  the 
proper  court,  aa  provided  by  28  Statutes  at  lArge,  page  124. 

23.  An  application  from  a  foreign-bom  peraon  claiming  citiienahip,  bnt  Uting  to 
fnmiah  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lien  of  a  certificate  of  natoralization.  When  the 
original  naturalization  papers  are  loat,  a  copy  should  be  procured  from  the  cotirt  that 
iaaued  them,  or,  if  the  recorda  of  the  court  are  destroyed,  a  new  certificate  should 
be  obt^ned. 

24.  Whenever  a  person  Las  filed  with  the  Gommisaion  proof  of  citazenship  in  con- 
nection with  an  application  for  examination,  it  ia  not  necessary  to  file  such  proof 
with  a  subsequent  application,  but  he  should  atate  in  snch  application  the  kind, 
date,  and  place  of  essminatjon  in  connection  with  wbich  be  bae  furnished  proof  of 
citizenship. 

CIVIL-SERVICE  SCHOOLS  AND  IH8TITUTE8. 

25.  The  Commission  has  no  connection  with  any  civil-service  school  or  institute 
doing  busineea  by  correspondence  or  otherwiae,  and  haa  no  information  to  furnish  in 
regard  to  auch.  Bepreeeatativee  of  schools  are  not  permitted  to  inspect  the  exam- 
ination papers  of  competitors.  Authentic  information  in  regard  to  examinationB 
may  be  obtained  only  from  the  United  Stat^  Civil  Service  Commission  or  the  dis- 
trict secretary,  and  without  cost.  The  Commission  ia  in  no  way  reaponsible  for  any 
statements  contained  in  the  advertisementa  of  such  schools. 

FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

26.  For  positionB  in  field  branches  of  the  service  which  require  a  mental  test  bnt 
do  not  require  technical  qualiflcalions,  examinationa  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

First-grade,  or  clerical. 

Second-grade,  or  minor  clerical. 

Third-grade,  or  subclerical. 
ST.  Zlielbles  on  the  flist  and  third  grade  leglXen  wlU  be  certified  lor  flUing  vacan- 
cies as  they  may  occur  In  any  branch  of  the  Field  Service  in  positions  covered  by  the 
grade  of  examination  they  have  passed,  (fiee  regnlationB  governing  certlfloatiDiis, 
p.  83. )  Applicants  for  the  first  and  third  grade  examinations  should  therefore  apply 
(or  "  all  services  "  in  their  applications,  nnless  there  are  one  or  more  services  In  which 
they  wlU  not  accept  appotntmeat.  In  this  event  they  should  speolflcally  enumeiale  In 
their  applications  the  serrlces  In  which  appointment  Is  N  DT  desired,  in  order  that 
their  names  may  not  he  certlfled  for  those  servlcea.  The  second-grade  examlnatloii 
Is  given  for  the  positions  of  clerk  and  carrier  In  the  Post-Office  Service,  and  aeldom 
for  any  other  positions. 

28.  Changes  in  the  grade  of  examination  desired  will  be  made  only  upon  request 
in  writing  received  prior  to  the  date  aet  for  the  close  of  the  receipt  of  applications. 
A  request  for  a  change  in  the  deaignation  of  the  aervicea  in  which  employment  is  or 
is  not  desired  most  be  made  in  wrilii%  or  no  change  will  be  made. 

29.  A  person  can  not  beesamined  for  more  than  one  grade  of  poaitions  on  the  same 
date  or  during  tiie  same  series  of  examinations. 
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THB  PIRST-ORADXl.  OR  CLERICAI.,  EXAMINA1TOM. 

(For  description  of  exaiuinatioD,  sample  questions,  etc.,  eee  p.  26.) 
SO.  The  miDJmuTD  a^  limit  for  admlBsion  to  this  examination  is  18  yeais,  there 
being  no  maximum  age  limit;  but  no  peraon  under  21  yean  of  age  on  the  day  of 
examination  will  be  eligible  for  appointmeat  as  deputy  collector,  atorekeeper, 
ganger,  or  atorekeepcr-gauger  in  the  Intenutl~Bevenne  Bervice;  and  no  peraoa  under 
21  or  more  than  45  years  of  age  on  the  day  of  examination  will  be  eligible  for 
appointment  se  day  inspector  or  aaBistant  weigher  in  the  CoBtoms  Service,  or  to  any 
position  in  that  service  whose  duties  are  partly  those  of  inepector.  (See  aeca.  19 
and  61.) 

31.  Application  Form  1371  is  required. 

32.  This  examination  is  given  for  the  positions  of  assistant  weigher  and  day 
in8pector(8eeBec,  61),  clerk,  inspectresB,  cashier,  storekeeper  (classed  as  clerk),  deputy 
ofBcer,  gauger,  and  sampler  in  the  Customs  Service;  clerk,  office  deputy  cotlector, 
division  deputy  collector,  gauger,  storekeeper,  andstorekeeper-gai:^r  in  the  Intemal- 
Bev6nue  Service;  weight  clerk,  timekeeper,  copyist,  and  storeman  in  the  navy  yard 
and  naval  stations;  the  position  of  office  deputy  United  States  marshal;  and  clerical 
positions  requiring  Bimilar  qualifications  in  the  services  named  and  other  field 
branches.  Persons  desiring  examination  for  any  of  these  positions  should  apply  for 
the  "first-grade,  or  clerical,"  examination. 

33.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February 
at  the  following-named  places  except,  where  the  number  of  eligibles  on  the  register 
in  any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  for  that 
place  will  be  postponed  uatil  the  next  year: 


District  of  Columbia: 

Washington. 
Maryland: 

Annapolis. 

Baltimore. 

Cumberland. 

Eaefon. 

Hageretown. 

Salisbury. 
North  Carolina: 

Aaheville. 

Charlotte. 

Durham. 

Elizabeth  City. 

Gieensboro. 

Newborn, 


Stateavilte. 

Wilmington. 

Wlnslon-Salem. 


Virginia: 

Abingdon. 

Alexandria. 

Charlottesville. 

Danville. 

Fredericksburg. 

Lynchburg. 

Newport  News. 

Norfolk. 

Petersburg. 

Richmond. 

Roanoke. 

Staunton. 

Winchester. 
West  Vii^aia: 

BlueBeld. 

Charleston. 

Clarksburg. 

Huntington. 

Martinsbui^. 

Parkeraburg. 

Wheeling. 


34.  Application  blanks  may  be  secured  between  the  lat  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  at  the  post  offices  in  the  cities  named 
(except  Washington,  D,  C-)  or  from  the  Secretary,  Fourth  Civil  Service  Diatriet, 
Washington,  D.  C.  To  receive  consideration  for  the  February  examination  applica- 
tions must  be  filed  with  the  district  secretary  at  Washington  not  later  than  the  hour 
of  cloung  business  on  January  2.  Applications  received  afl«r  the  time  specified  will 
not  be  accepted. 
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35.  Bhonld  it  become  neceeeary,  to  meet  the  needs  of  the  service,  to  hold  euunina- 
tioDfl  at  anjof  the  places  named  in  section  33  or  other  places  oa  dates  other  than  that 
(dtheaimaalexHmiiialioQin  February,  due  announcement  of  suet  extra  ezamina- 
tione  will  be  made. 

36.  A  person  who  has  passed  the  first-grade  examination  tor  the  Field  Service  can 
not  take  the  same  examination  Corthat  service  within  approsimatelf  one  year  of  the 
date  of  the  examination  he  has  passed,  even  thoi^h  be  desires  to  enter  the  exami- 
nation in  another  «uty.  (See  sec,  9  (/). )  A  person  who  fails  in  the  examination  may 
take  the  nest  examination,  regardless  of  the  time  intervening. 

TBB  SBCOND-ORADZi,  OB  MINOR  CIiBRtCAI.,  EXAMINATION. 

( For  description  of  examination,  sample  questions,  etc. ,  see  pp.  26  and  28. ) 

37.  Thiaexaminationis^ven  for  the  positions  of  clerk  and  carrier  in  the  Poat-Offlce 
Service,_and,  infrequently,  for  minor  clerical  positions  in  other  services.  Full  infor- 
mation concerning  the  Post-Office  Service,  including  dates  and  places  of  examina- 
tions, will  be  fonnd  on  pages  12  to  16,  inclusive. 

38.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post-OfBce,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  26,  omitting  the  test  in  reading  addresses,  and  with 
the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  dnly  annonnced. 

THB  THIRD-aRADE,  OR  SUBCIiBRICAI.,  BXAMI3VATION. 

(For  description  of  examination,  sample  questions,  etc,  see  pp.  26  and  30.) 

39.  The  minimum  age  limit  for  this  examination  is  18  yeais;  there  is  no  Tnaidninm 
age  limit.     (Bee  sec.  19.) 

40.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required. 

41.  This  examination  is  Kiven  for  the  positions  of  attendant,  foreman,  and  night 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer, 
skilled  laborer,  and  positions  requiring  similar  qnalificatdons,  in  the  service  named 
and  other  field  branches.  Specific  information  concerning  examinations  for  the 
positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  page  21.  Per- 
sons desiring  to  become  eligible  for  appointment  to  any  of  these  positions,  except 
elevator  conductor  and  messenger  boy,  should  apply  for  the  "third-grade,  or  sub- 
clerical,"  examination.  The  term  "skilled  laborer,"  or  "classified  laborer,"  as  here 
used  is  not  intended  to  embrace  the  mechanical  trades,  which  are  commonly  referred 
to  as  beinK  skilled  labor.  In  the  present  meaning,  a  skilled  laborer  is  one  whose 
duties  are  general  or  miscellaneous,  below  the  clerical  grades,  and  above  the  grade 
of  mere  mannal  laborer. 

42.  The  position  of  park  watclunan  under  the  Superintendent  of  Public  Buildit^ 
and  Grounds,  Washington,  D.C.,  will  be  filled  by  certification  of  physically  qualified 
eligibles  on  the  subclerical  roister.  No  el^ble  will  be  certified  for  the  position  of 
park  watchman  who  is  over  45  years  of  age,  who  is  lees  than  145  pounds  in  weight 
or  6  feet  7  inches  In  height,  whose  eyesight  is  not  normal,  or  who  is  not  able-bodied 
and  active  and  able  to  ride  a  bicycle,  make  arrests,  and  perform  duties  similar  to 
those  of  dty  policemen. 

43.  The  third-grade  examination  will  be  held  annually  on  the  first  Saturday  in 
Febmary  at  the  following-named  places,  except,  where  the  number  of  e%ibles  on 
the  re(^st«r  in  any  case  issnfficienttomeetthe  needs  of  the  service,  the  examination 
for  that  place  will  be  postponed  until  the  next  year: 
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District  of  Colombift:  Virginia: 

Washington.  Abingdon. 

Maryland:  Alexandria. 

AnnapoIiB.  Newport  News. 

Baltimore.  Norfolk. 

North  Carolina:  Felerabiug. 

Asheville.  Richmond. 

Charlotte.  West  Virginia: 

Elizabeth  Citj'.  Cbarleet^m. 

Newbern.  Huntington. 

Raleigh.  Parkereburg. 

Statesville.  Wheeling. 

Wilmington. 

44.  Application  blanks  may  be  secured  between  the  let  of  October  and  the  2d  of 
January,  either  from  the  local  Becretariee  in  the  citiee  named  (except  Washington, 
D.  C.)  or  from  the  Secretary,  Fourth  Civil  Service  Dietrict,  Washington,  D.  C, 
To  receive  consideration  for  the  February  examination  applications  must  be  filed 
with  the  district  secretary  at  Washington  not  later  than  the  hour  of  closing  business 
on  January  2.    Applications  received  after  the  time  specified  will  not  be  accepted. 

45.  Women  will  not  be  admitted  to  the  annual  third-grade  examination,  ghonld 
vacancies  occur  in  third-grade  positioDsfor  which  female  eligibles  are  desired,  exami- 
nations will  be  duly  announced. 

46.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  bold  examina- 
tions at  any  of  the  places  named  in  section  43  or  other  places  on  dates  other  than  that 
of  the  annual  examination,  due  announcement  of  such  extra  examinations  will  be 

47.  A  person  who  has  passed  the  third-grade  examination  for  the  Field  Service  can 
not  take  the  same  examiuation  for  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  exami- 
nation in  another  city.  (See  sec.  S  (/).)  A  person  who  fails  in  the  examination  may 
take  the  next  examination,  r^ardless  of  the  time  interreniDg. 

48.  Applicants  for  the  third-grade,  or  subclerical,  examiDationmustbeable-bodied 
and  physically  capable  of  performing  manual  labor. 

49.  Male  applicants  for  the  third-grade,  or  subclerical,  examination  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
which  is  given  to  applicaots  forthe  position  of  unskilled  laborer,  and  which  consists 
in  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  test  in  addi- 
tion to  the  subclerical  examination  it  will  be  noted  on  the  skilled  laborer  i'^;ister  as 
in  the  nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from 
the  third-grade  register  of  those  persons  capable  of  perfonnim;  heavy  manual  labor 
connected  with  a  subclerical  position,  certification  will  be  made  from  the  skilled 
laborer  re^ster  of  eligibles  standing  highest  in  the  educational  examination  who  have 
also  passed  the  strength  test 

INTEBNAIi-BEVENUE  SERVTCB. 

50.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  gauger,  storekeeper, 
and  storekeeper-ganger. 

51.  The  position  of  messenger  in  this  service,  and  other  positions  requiring  tdmilar 
qualifications,  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
subclerical,  examination. 

AppticanU  for  first  or  thvdgrode  emrninqtion*  ehoiild  not  ajiply  jor ^itc^ povtiow. 
See  sect.  £6,  £7,  se,  and  4.I- 
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52.  FeiBODB  who  pass  the  examination  held  at  the  foUowing-named  places  will  be 
eligible  for  appointcnent  in  the  Internal-Revenue  Service  in  the  intemal-n 
trict  in  which  such  places  are  located,  aa  indicated  belowi 


The  Internal -Revenue  District  of  Werst 
Virginia: 

Bluefield,  W.  Va. 

Charleston,  W.  Va. 

Clarksburg,  W.  Va. 

Huntington,  W.  Va. 

Martinsburg,  W.  Va, 

Parterebnrg,  W.  Va.  (headquarters). 

Wheeling,  W.  Va. 
The  Fourth  Intercal-BeTcnue  Dietrict  of 
North  Carolina:* 

Durham,  N.  C. 

EliEflbeth  City,  N.  C. 

Greensboro,  N.  C, 

Newbem,  N.  0. 

Baleigh,  N.  G.  (headquarters), 

Wilmington,  N.  C, 
The  .Fifth  Internal- Revenue  District  of 
North  Carolina: 

Asheville.  N.  C. 

Chariotte,  N.  C, 

Statesville,  N.  C,  (headquarters). 

Winston-Salem,  N.  C. 


The  Second  Internal- Revenue  DistTict  of 
Virginia: 

Frederickiborg,  Va. 

Newport  News,  Va. 

Norfolk,  Va. 

Petersburg,  Va. 

Richmond,  Va.  (headquarters). 
The  Sixth  Internal-Revenue  Di^rict  of 
Virginia: 

Abingdon,  Va.  (headquarters). 

Alexandria,  Va. 

Charlottesville,  Va, 

£>anville,  Va. 

Lynchburg,  Va. 

Boanoke,  Va. 

Staunton,  Va. 

Winchester,  Va. 
.  The  Internal- Revenue  District  of  Mary- 
land:' 

Annapolis,  Md. 

Baltimore,  Md.  ( headquarters ). 

Cumberland,  Md. 

Easton,  Md. 

Hagerstown,  Md. 

Salisbury,  Md. 

Washington,  D.  C. 

63.  Storekeepers  and  gaugera  whose  compensatJon  doea  not  exceed  S3  per  diem 
when  actually  employed,  and  whose  aggregate  compensation  does  not  exceed  (500 
per  annum,  are  not  subject  to  competitive  examination,  except  in  the  Fifth  Internal- 
Revenue  District  of  North  Carolina. 

64.  The  minimum  a«6  limits  for  examinations  for  this  service  are  as  follows:  Dep- 
uty collector,  storekeeper,  ganger,  and  storekeeper- ganger,  21  years;  other  positions, 
18  years.    There  are  no  maximum  limits.     (See  sec.  19. ) 

65.  For  description  of  first  and  third  grade  examinations,  see  pages  26  and  30;  for 
date  of  annual  examinations  see  sections  33  and  43.  Information  concerning  stenog- 
rapher and  typewriter  examinations  is  ^ven  on  page  19.  For  additional  information 
relative  to  certification  and  eligibility,  see  page  23. 

I  The  Inl^mal-ReveDae  District  of  Maryland  also  loclades  tbe  State  oC  Delaware,  which  la  Id  the 
Third  dvil  Service  District,  Pencnu  pasting  the  examination  at  any  ol  the  places  named  in  tbe 
Intenial-ReTenue  District  o(  Maryluid  will  be  eligible  lot  appointmeot  to  poalUanB  In  the  Intcmol- 
Reyenne  Service  Id  Delswue,  aa  well  ai  In  Maryland  BDd  the  District  ol  Columbia.  They  will  not, 
however,  as  a  result  ol  paoslDg  tbe  examination  (or  field  poeltlons.  be  eligible  tor  appointment  to 
poslClona  in  the  office  of  the  CommlsdoneT  of  Intemal  Revenne  Id  the  Tieaaary  Department  at 
Washington. 

■The  Fonrth  iDtemal-Revenue  District  oIHoithCarollDaaiBolnclDiHeB  the  State  of  South  Carolina, 
which  Is  In  the  filth  Civil  Service  Dietrlct,  Perwoe  paalng  tbe  eiamlaation  at  any  of  the  places 
named  Id  In  the  Fourth  InlemBl-ReveDUe  District  of  North  CarollDa  will  be  eligible  for  appalDt- 
ment  to  posiUona  in  the  Intemal-Reyenue  Service  Id  South  Caiolioa  u  well  as  Id  that  part  of  the 
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CUSTOMS  SERVICE. 

66.  The  ^rat-frad«,  or  derical,  examination  is  given  for  pocdfona  in  this  service  ss 
'  follows:  'Aniatant  weigher  and  day  inspector  (see  eec.  61),  clerk,  cashier,  inspectron, 

storekeeper  (classed  as  clerk),  depnty  officer,  ganger,  and  sampler. 

67.  There  are  no  poaidona  in  the  Customa  Service  in  the  Fourth  Civil  Service  Dia- 
tritd  which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

68.  The  third-grade,  or  aabclerical,  examination  is  given  (or  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watchman,  and  claanfied  laborer. 

AppHeants  for  firit  or  third  gradt  examma^oM  ihotUd  not  apply  for  tpedfie  potUion*. 
(Seeaect.  «S,  S7.  SS,  and4t-) 

59.  As  provided  in  sectioiH  S3  and  43,  first  utd  third  ^itde  examinations  will  be 
held  annually.  From  the  reenlting  registers  certification  will  be  made  for  filling 
vacancies  occurring  in  the  ciBtomhauaes  in  the  following-named  cities:  ' 

Alexandria,  Va.  Newport  News,  Va.  Washington,  D.  C. 

Baltfanore,  Md.  Norfolk,  Va.  Wheeling,  W.  Va. 

Elizabeth  City,  N.  C.  Petetahuig,  Va.  Wilmington,  N.  C. 

Newbem,  N.  C.  lUchmond,  Va. 

60.  Examinations  for  the  customhonses  at  Beanfart,N.C.,  Cape  Charles  City,  Va., 
Crisfleld,  Md.,  and  Tappahannock,  Va.,  will  be  held  only  when  eligibles  are  needed, 
and  will  be  dnly  announced. 

61.  The  positions  of  assistant  weigher  and  day  inspector  at  the  port  of  Baltimore 
nsnally  are  filled  by  promotion  or  transfer.  No  person  may  be  appointed  or  pro- 
moted to  the  powtion  of  asaiatant  weigher  or  that  of  day  inspector  who  is  less  than 
21  or  more  than  45  years  of  age,  who  is  less  than  6  feet  6  inches  in  he^ht  withont 
shoee,  or  who  is  not  in  sound  physical  condiljoa  as  shown  by  the  examinatfon  of  a 
phydcion  designated  by  the  Commission.  Special  regulations  are  in  effect  govern- 
ing cer^cation  and  appointment  to  the  positions  of  assistant  weigher  and  day 
inspector,  and  promotions  and  transfers  in  the  Customs  Service,  at  the  port  of  Balti- 
more. A  copy  of  these  regulations  (Form  1556)  will  be  furnished  to  those  interested 
upon  application  to  the  district  secretary  at  Washington. 

62.  Examinations  for  the  positions  of  aeaayer,  chief  or  special  depnty  collector, 
deputy  naval  officer,  deputy  surveyor,  examiner,  and  weigher  are  held  only  when 
eligibles  are  needed,  and  are  duly  annonaced. 

63.  The  examination  for  opener  and  packer  will  cowast  of  the  third-grade,  or  sub- 
clerical,  subjects,  with  a  weight  of  4D  per  cent  (see  p.  26);  training,  experience,  and 
fitness,  60  per  cent  Credit  will  be  given  for  experience  in  opening  and  packing  gen- 
eral merchandise,  and  special  credit  will  be  given  for  packing  fr^le  articles. 
Applicants  should  state  fully  in  their  applications  all  the  experience  they  have  had. 
Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later),  including 
the  medical  certificato,  is  required.  This  examination  will  be  held  only  when 
eligibles  ore  needed,  and  due  announcement  of  examinations  will  be  made. 

64.  When  exonunations  for  opener  and  packer  and  for  other  subclerical  positions  are 
onaoonced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener  and 
packer  examination  who  may  also  desire  to  become  eligible  for  the  subclerical 
positions  named  in  section  41  will  be  required  to  take  but  one  examination,  bnt 
must  file  separate  applications  on  Form  1371,  one  for  opener  and  packer  and  another 
tor  the  other  subclerical  positions.  One  of  these  applications  rmut  bt  duly  execuUd; 
the  other  may  be  a  copy  of  the  first  in  the  handwriting  of  the  appliciuit  The  copy 
must  be  complete  in  every  particular,  including  the  jorat,  vonchera,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  must  be  accompanied  by  a 
statement  showing  the  kind,  date,  and  place  of  the  examination  for  which  the  origi- 
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'nal  was  filed.    The  copy  moat  be  filed  with  the  original;  it  can  not  be  made  after 
the  original  haa  been  filed. 

65.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
each  poutions  require  also  a  mental  test,  and  in  gnch  caaefi  the  examination  will  ' 
consist  of  the  educational  enbjecta  of  the  tltiid-grade,  or  snbclerical,  examlnotdoo, 
with  a  weight  of  20  per  cent  (eeep.  26);  training,  experience,  and  fitness,  SO  per 
cent;  and  physical  ability,  30  per  cent.  When  no  mental  test  is  required,  theexami< 
nation  will  consist  of  the  subjects  of  training,  experience,  and  fitness,  and  phyBical 
ability.  For  the  noneducatiooal  examination,  applicatioa  and  examination  Form 
1800  is  required;  for  the  educational  examination,  Form  IS71  (issne  of  December, 
1911,  or  later),  including  the  medical  certificate,  is  required.  This  examination  will 
I>e  held  only  when  eligibles  are  needed,  and  will  be  dalj  announced. 

66.  In  the  CuBtoms  Service  women  are,  unless  otherwise  epedfied,  eligible  for 
appointment  to  the  followii^t-named  positions  only:  Deputy  collector,  deputy  sur- 
veyor,  clerk,  stenographer  and  typewriter,  inspectrees,  and  cashier. 

67.  At  the  port  of  Baltimore  the  entrance  salary  for  clerks  ia  |S40  per  annnm, 
with  a  provision  for  promotion  to  $1,000  per  annnm  at  the  end  of  one  year's  satis- 
factory service. 

68.  The  age  limits  for  examinations  for  the  Customs  Services  are  as  follows; 
Wether,  asmstant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  those  of  inspector,  minimum  21,  maximum  45  years;  other  educational 
examinations,  minimum  16  yeare,  no  maximum;  uoneducational  examinations, 
minimum  20  years,  no  maximum.     (See  sees.  19  and  61.) 

69.  In  filling  vacancies  in  the  Customs  Service,  certification  will  be  made  of  the 
names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except,  where 
examinations  are  held  also  at  subports  for  the  convenience  of  applicants,  the  highest 
eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports.  Vacancies 
occurring  in  cnstomhousea  at  subports  at  which  examinations  are  not  held  will  be 
filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and  at  other  sub- 
ports  in  the  same  customs  district.  For  additional  infonnation  concerning  certifica- 
tion and  eligibility,  see  page  23. 

70.  For  description  at  first  and  third  grade  examinations,  see  pages  26  and  30. 
Information  concerning  stenogiapher  and  typewriter  examinations  is  given  on  page 
19.  Additional  infonnation  relative  to  nonedocationsl  examinations  will  be  found  on 
page  22.  The  position  of  unskilled  laborer  in  cities  where  labor  regulations  are  in 
force  is  filled  as  a  result  of  physical  examination,  as  described  on  page  23. 

POST-OmCE  8EKVICE. 

71-  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  For  description  of  this  examination,  see 
pages  26  and  28. 

72.  Applicants  for  examination  for  appointment  to  the  Post-Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  sees.  85  and  87.)  Application  should  not 
be  made  for  the  "  second-grade,"  or  "  minor  clerical,"  examination. 

73.  Application  Form  1371  is  required.  The  medical  certificate  need  not  be  exe- 
cuted at  the  time  of  filing  application.  Eligibles  will  be  called  upon  at  the  prop^ 
time  to  furnish  the  medical  certificate. 

74.  The  age  limits  for  the  PoetOffice  Service  are  18  and  45  years.  (See  sees.  9  (6), 
19,  and  98.)  The  age  limits  are  waived,  however,  in  the  case  of  persons  honotably 
discharged  from  the  military  or  naval  service  by  reaton  of  duability  resnlting  from 
wounds  received  or  sickness  incurred  in  the  line  of  duty,  but  snch  persons  mnat 
meet  the  phyncal  requirements  prescribed. 
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75.  Uale  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare 
feet,  and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight. 

76.  Applicants  for  the  Post-Office  Service  are  required  to  be  phjeically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no 
person  who  has  any  of  the  foUowtng-named  physical  defects  will  be  appointed  to 
the  position  of  carrier  in  the  Poet-Offlce  Service:  Hunchback;  defective  hearing, 
eight,  or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or  leg; 
crippled  arms  or  legs;  flatfoot;  hernia;  congenital  wealinees  of  the  abdominal  wall, 
or  snch  weakness  caused  by  wound  or  operation.  These  defects  will  also  debar  a 
person  from  appointment  to  the  position  of  clerk  in  the  Post-Office  Service,  except 
that  deaf-mutes  and  persona  with  defective  speech  or  hearing  may  be  appointed  to 
the  positions  of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk,  and 
persons  suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be  appointed 
to  any  position  of  clerk  the  duties  of  which  they  are  physically  capable  of  perform- 
ing. Applications  of  persons  who  are  not  entitled  to  examination  on  account  of 
physical  defects  will  be  canceled.  See  section  9  (c)  for  physieal  defects  which  will 
debar  persons  from  any  examination. 

77.  Married  women  will  not  be  examined  Cor  the  Poet-Offico  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  sepa- 
rated from  their  husbands  and  support  themselves. 

76.  Applicants  for  positions  in  the  Post-Office  Service  must  appear  for  examina- 
tion in  the  city  where  employment  is  desired,  and  they  will  be  eligible  for  appoint- 
ment only  in  the  office  for  which  examined. 

79.  Examinatjons  for  the  first-class  offices  named  below  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year,  as  indicated,  if  the  needs  of  the 
service  so  require.  City  ddivery  service  has  been  established  at  these  offices,  and 
their  force  includes  both  clerks  and  city  carriers. 


Asheville,  K.  C.  (Wednesday). 
Baltimore,  Md.  (Wednesday). 
Bluefield,  W.  Va.  (Wednwday). 
Charleston,  W.  Va.  (Saturfay). 
Charlotte,  N.  C.  (Wednesday). 
Charlottesville,  Va.  (Saturday). 
Clarksburg,  W.  Va.  (Wednesday). 
Cumberland,  Md.  (Wednesday). 
Danville,  Va.  (Saturday). 
I>urham,  N.  C.  (Wednesday). 
Fairmont,  W.  Va.  (Saturday). 
Greensboro,  N.  C.  (Saturday).  . 
H^erstown,  Md.  (Wednesday). 
Huntington,  W.  Va.  (Saturday). 


Lynchbui^,  Va.  (Saturday). 
Newport  News,  Va.  (Wednesday). 
Norfolk,  Va.  (Wednesday). 
Parkereburg,  W.  Va.  (Saturday). 
Petersburg,  Va.  (Wednesday). 
Portsmouth,  Va.  (Saturday).' 
Ealeigh,  N.  C.  (Wednesday). 
Eichmond,  Va.  (Wednesday). 
Roanoke,  Va.  (Wednesday). 
Staunton,  Va.  (Wednesday.) 
Washington,  D.  C.     (See  sec.  81.) 
Wheeling,  W.  Va.  (Wednesday), 
Wilmington,  N.  C-  (Wednesday). 
Winston-Salem,  N.  C.  (Saturday). 


80.  Blank  forms  of  application  may  be  obtained  only  betin^en  Jnly  1  and  October 
1,  either  from  the  Secretary,  Fourth  Civil  Service  District,  Washington,  D.  0.,  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applications 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Washington, 
D.  C,  between  July  1  and  the  close  of  business  on  October  I. 

81.  Examinations  for  the  Washington,  D.  C.,  post  office  will  be  held  on  the  first 
Wednesday  in  November  of  each  year.  Application  blanks  may  be  obtained  from 
the  Secretary,  Fourth  Civil  Service  District,  Washington,  D.  C,  between  July  1 
and  October  15.    Applications  should  be  properly  executed  and  filed  with  the 


[4tb  Dili.] 


■:-,'0d::vGOO<^IC 


14 

district  secretary  at  WaehiDgtoD  between  July  1  and  the  eloae  of  busineBa  on 
October  15. 
Applicationt  for  the  November  exandnationB  preterOtd  at  other  timet  wUl  m>l  be  accepted. 

82.  Whenever  estra  examinatioDs  may  become  neceeaary,  to  meet  the  needs  of  the 
service,  due  announcement  vill  be  made  of  the  dates  and  places  of  each  examina- 
tioDS,  and  also  of  the  time  allowed  for  the  filing  of  applications. 

83.  A  peraOD  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exani- 
ination  for  more  than  one  fiistK^lass  poet  office  for  which  examinations  are  ortli- 
narily  held  annually  in  November.  This  restriction  will  not  apply,  however,  when 
an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  regu- 
lar annual  examination. 

84.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximatel]'  one  year  of  the  date  of  the  examination  he  has 
passed.  (See  sec.  9  (/}. )  A  person  who  fails  in  an  examination  may  take  the  next 
examination,  tegardlesa  of  the  time  intervening. 

85.  For  the  following-named  offices  the  names  of  male  eligiblee  will  be  entered  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  r^pster — and  male  appli- 
cants for  these  offices  niuif  indicate  in  their  applicaliont  whether  they  de«re  the  posi- 
tion of  "clerk"  or  of  "carrier"; 

Baltimore,  Md.  Portsmouth,  Va.  Washington,  D.  C. 

Norfolk,  Va.  Richmond,  Va.  Wheeling,  W.  Va. 

86.  A  teqneet  for  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
day  of  the  examination;  otherwise  no  change  will  be  made. 

87.  As  stated,  separate  registers  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  85.  For  other  offices  in  which  both  clerks  and  city  carriers 
are  employed  the  names  of  male  eligibles  are  entered  upon  both  the  clerk  and  car- 
rier registers  and  are  certified  (considered)  in  their  order  for  vacancies  occurring  in 
either  position,  without  regard  to  any  choice  expressed  by  the  eli^ble. 

88.  The  postmaster  is  required  to  make  selection  for  a  vacancy  from  not  more  than 
the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any  addi- 
tional vacancies  from  not  more  than  the  highest  three  remaining  which  have  not 
been  within  his  reach  for  three  separate  vacancies.  The  name  ol  an  eligible  must 
have  been  within  reach  (or  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  position. 

89.  When  an  eligihle's  name  is  borne  on  both  the  clerk  and  the  carrier  roisters 
and  has  been  three  times  certified  (considered)  for  one  of  the  two  positions,  but  not 
selected,  his  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  roister  for  the  other  position  will  not  he  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  affect  the  eligihle's  standing  on 
the  register  for  the  other  portion.  Appointment  to  either  position  will  remove  the 
eligihle's  name  from  the  regist«TB  for  both  positionB. 

90.  In  the  Poet-Offioe  Service  appointments  are  nsnaUy  made  to  the  podtion  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  r^ular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the 
register  from  which  the  selection  was  made,  and  it  will  not  be  restored  for  coopera- 
tion in  connection  with  an  appointment  to  a  regular  position  only. 

91.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees 
and  »  clerks  and  carriers  of  the  first  grade. 
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92.  Auxiliary  employees  are  paid  for  actual  service  at  the  rale  of  30  cents  uii  honr. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  aa  subeti- 
tatea.    They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

63.  Clerkainofficeaof  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Service  are  divided  into  six  gradee,  as  follows:  First  grade,  salary  $600;  second  grade, 
salary  (800;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  $1,200.  Clerksand  carriers  at  first-class  offices  will  be  pro- 
moted.BucceeHveiy  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade.  , 

91.  All  promotions  of  both  clerks  and  carriers  will  he  made  at  the  beginnti^  of  the 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  npon  evidence  satisfactory  to  the  Post-Office  Depart- 
ment of  the  efficiency  and  ftuthfulnees  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsBtisfactw.v  service,  he  may 
be  promoted  at  the  beginnii^  of  the  second  quarter  thereafter,  or  of  any  enhsequent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

95.  Any  male  clerk  in  an  office  where  both  clerks  and  dty  carriers  are  employed 
is  eligible  (or  transfer  to  the  position  of  city  carrier,  and  any  city  carrier  is  elipble 
for  transfer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eli^^ble 
for  transfer  to  the  position  of  rural  carrier. 

96.  Examinations  for  the  second-class  offices  named  below  will  be  held  only 
when  elipbles  are  needed,  due  annonncement  of  which  will  be  made,  and  applica- 
tion blanks  will  not  be  given  out  until  the  examinations  are  announced.  City 
delivery  service  has  been  established  at  these  offices,  and  their  force  includes  both 
clerks  and  dty  carriers. 

Froatburg,  Md. 
Gastonia,  N.  C. 
Goldsboro,  N.  C. 
Grafton,  W.  Va. 
Hampton,  Va. 
Harrisonburg,  Va. 
Henderson,  N.  0, 
Henderaonville,  N.  C. 
Hickory,  N.  C. 
Highpoint,  N.  C. 
Hinton,  W.  Va. 
Keyser,  W.  Va. 
Kinston,  K.  C. 
Lexington,  Va. 
Maunington,  W.  Va. 
Martlnsbnrg,  W.  Va. 
Monroe,  N.  C. 


Alexandria,  Va. 
Aonspolis,  Md. 
Bedford  City,  Va. 
Bnckhannon,  W.  Va. 
Cambridge,  Md. 
Oharlestown,  W.  Va. 
Clifton  Forge,  Va, 
Concord,  N.  C. 
Covii^ton,  Va. 
Crisfield,  Md. 
Easton,  Md. 
Elizabeth  City,  N.  C. 
filkina,  W.  Va. 
Farmville,  Va. 
Fayetteville,  N.  0. 
Frederick,  Md. 
Fredericksburg,  Va. 

97.  At  the  second-class  offices  named  below  dty  delivery  service  has  not  been 
established,  and  their  force  indudes  derks,  but  not  dty  carriers.    Examinations  for 
these  offices  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced, 
and  application  blanks  will  not  be  distributed  until  ench  announcement  is  made. 
Abingdon,  Va.  Burlington,  N.  C.  Fortress  Monroe,  Va. 

'Belair,  Md.  Chapel  Hill,  N.  C.  Franklin,  Vo. 

Berlin,  Md.  Chestertown,  Md.  Greenville,  N.  C. 

Cutpeper,  Va.  Havre  de  Grace,  Md. 

NtbDUt.] 


Morgantown,  W.  Va. 
Moundsville,  W.  Va. 
Newbem,  N.  C. 
Oxford,  N.  C. 
Bocky  Monnt^  N.  0. 
Salisbury,  Md. 
Salisbory,  N.  C. 
Sistersville,  W.  Va. 
Statesvilte,  N.  C. 
Suffolk,  Va. 
Washington,  N.  C. 
Wellshurg,  W.  Va. 
Westminster,  Md. 
Weston,  W.  Va. 
Wilson,  N.  C. 
Winchester,  Va. 
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Hot  Springa.  Va.  Oakland,  Md.  South  Boston,  Va. 

LourinbTiTg,  N.  C.  Piedmont,  W,  Va.  Tarboro,  N.  C. 

Leeebuig,  Va.  Focomoke  City,  Md.  Tbomasville,  N.  C. 

Lenoir,  N.  C.  Pulaski,  Va,  Warrenton,  Va, 

Lexington,  N.  C.  R«idsville,  N.  C.  WayneHboro,  Va. 

Lnmberton,  N.  C.  Richwood,  W.  Va.  WayneaviHe,  N.  C. 

Martineville,  Va.  Rockingham,  N.  C.  Welch,  W.  Va. 

Morganton,  N.  C.  Salem,  Va.  Williamson,  W.  Va. 

Mount  Airy,  N.  C.  Saltville.  Va.        '  Woodaboro,  Md. 

New  Martinaville,  W.  Va.       Sanford,  N.  C.  Wytheville,  Va. 

Norton,  Va.  Shelby,  N.  C. 

98.  It  is  the  policy  of  the  Post-Office  Department  to  fill  vacanciee  in  the  podtion 
of  aesietan  t  poetmaat«r  in  first  and  second  dasa  poet  offices  by  the  promotion  or  trans- 
fer of  competent  persons  already  in  the  service.  When  they  are  not  ao  filled,  ap- 
pointment is  made  from  the  same  examination  as  that  for  clerk  and  carrier;  bnt  a 
person  wbo  is  under  21  years  of  age  on  the  day  of  examination  will  not  be  eligible 
for  appointment  as  aeaistant  postmaster. 

99.  Information  concemin);  stenographer  and  typewrite  examinationa  will  be 
found  on  page  19;  unskilled  laborer,  page  23. 

STJBTBEA8URY  8ERTICE. 

100.  Clerical,  minor  clerical,  and  subclerical  positions  in  the  subtreasary  at  Balti- 
more are  filled  by  certification  from  the  re^^fers  resulting  from  the  first,  second, 
and  third  grade  examinationa  for  all  services  referred  to  on  pages  6  to  9,  and  per- 
sons desiring  appointment  to  such  positions  in  the  subtreasury  should  enter  those 
general  examinations. 

101.  In  order  to  become  eligible  tor  appointment  to  clerical  positions  in  the  Sob- 
treasury  Service  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
Bubtreasuries. 

.  102.  R^d  teats  of  character  and  integrity  will  be  applied  to  all  applicants  for  the 
Subtreasury  Service,  and  only  those  satiB&ctorily  meeting  such  tests  may  become 
eligible  for  appointment  to  this  service.  These  testa  shall  be  such  as  may  be  found 
practicable  and  satiafactory  to  the  Civil  Service  Commission  and  the  asistant 
treasorer. 

103.  Information  concerning  st«n(^[apher  and  typewriter  examinations  will  be 
fonnd  on  page  19.  Examinations  for  other  positions  are  announced  as  the  needs  of 
the  service  require. 

MINT  AND  A8SAT  SERVICE. 

104.  The  only  ofBce  of  this  service  in  the  Fonrtb  Civil  Service  District  is  tbeassay 
office  at  Charlotte,  N.  C. 

106.  Vacanciee  occurring  in  clerical,  minor  clerical,  and  snbclerical  positions  are 
filled  by  certification  from  the  registers  reeultii^  from  the  firat,  second,  and  third 
grade  oxaminalionB  referred  to  on  pages  6  to  9.  Information  relative  to  stenog- 
rapher and  typewriter  examinations  is  jpven  on  page  19.  Examinations  for  other 
portions  are  held  aa  the  needa  of  the  service  require  and  are  duly  announced. 
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CUSTODIAN   SERVICE. 

106.  The  Costodian  Service  covers  poeitions  the  duties  of  nbicb  relate  to  the  care 
and  managemeiit  of  public  buildings  outside  of  Washington,  D.  C. 

EDDCATIOTfAL  KKAMINATIONa. 

107.  Examinations  for  the  positions  of  assistant  custodian,  assistant  cuetodian- 
janiUir,  and  technical  poeitions,  such  as  steam  engineer,  electrician  and  dynamo 
tender,  are  held  only  when  eUgiblea  are  needed,  and  are  duly  annoonced.  Infoi^ 
mation  conceminfi:  examinations  for  the  position  of  elevator  conductor  will  be  foond 
on  page  21.  Vacancies  occurring  in  cither  subclerical  podtjona  are  filled  from 
lefcistere  resnltdug  from  the  third-grade,  or  subclerical,  examination  referred  to  on 
pages. 

NOHrKDJJCATlOKAIi  EXAMINATIONS. 

108.  This  class  Includes  positions  such  as  fireman,  fireman -laborer,  fireman-watch- 
man, janitor,  etc  In  section  156  is  given  a  list  of  poaitions  filled  by  noneducational 
examination,  for  which  applications  are  received  at  any  time  by  the  district  secretary. 
The  resulting  registers  are  used  for  filling  vacancies  occurring  in  the  positions  named 
in  various  branches  of  the  Field  Service.  The  poention  o(  fireman,  and  positiona 
whose  principal  duties  are  those  of  fireman,  in  the  Custodian  Service,  are  filled  by 
certification  from  the  roister  for  the  position  of  stationary  fireman  included  in  the 
list  referred  to.  Examinations  for  other  noneducational  positions  in  the  Custodian 
Service  are  held  only  when  eligiblee  are  needed  and  are  duly  announced. 

109.  The  first  word  of  the  title  of  double-titled  podtions  in  the  Custodian  Service- 
such  as  fireman-watchman,  wat<A man-fireman,  fireman-laborer,  janitor-fireman, 
etc. — indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  noneducational  or  educational  examination  accordingly.  For  instance,  a  vacancy 
in  the  position  of  fireman-watchman  wilt  be  filled  by  a  noneducational  examination 
for  fireman,  as  described  in  the  preceding  paragraph,  while  a  vacancy  in  the  position 
of  watchman-fireman  will  be  filled  by  certification  from  the  register  established  as  a 
reeult  of  the  third-grade  educational,  or  subclerical,  examination  referred  ta  on 
pages. 

llfl.  Application  and  examination  Form  ISOOis  required  for  noneducational  esami- 
nations  in  the  Custodian  Service.  Applications  most  be  filled  out  in  the  handwriting 
of  the  appUcante. 

111.  The  age  limits  for  noneducatioiud  examinations  in  the  Custodian  Service  are 
18  and  55  years.  (See  sec.  19.)  All  honorably  discharged  United  States  soldiers 
and  sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  rv^rd 
to  the  age  limits.  The  ^e  limits  are  also  waived  for  examinations  for  all  branches 
of  the  service  in  the  case  of  persons  honorably  discharged  from  the  United  States 
military  or  naval  service  fn/  reagon  of  disability  rerndting  from  lanmdt  received  or  sickmgt 
incurred  in  Ihe  lint  of  duty. 

112.  For  further  information  concerning  noneducational  examinations,  see  page  22. 
InfarmatioD  relative  to  the  position  of  unskilled  laborer  is  given  on  page  23.  The 
regulations  governing  certification  and  ehgibility  are  shown  on  p^e  23. 
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IWOINEBR  DEPARTMENT  AT  IiAROE. 

113.  The  headqn&rtara  of  the  eiwDeer  diatricte  in  the  Fourth  Civil  Service  District 
are  at  Baltimore,  Md.;  Norfolk,  Va.;  Washington,  D.  C;  Wheeling,  W.  Va.;  and 
Wilmington,  N.  C. 

EDUCATION  AX.  EXAMINATIONS. 

114,  The  podtiouBof  clerk  of  the  entrance  grade,  oopjiat,  hookkeeper,  Btenograpber, 
typewriter,  copTiet  disftamao,  mechanical  apprentice  draftsman,  and  mbcleilcal 
podtione,  including  elevator  conductor,  messenger,  mcoBenger  boy,  ekilled  laborer, 
and  vatdunan,  are  filled  hjr  certification  pt  eligiUee  bj  the  district  secretary  at 
Washington,  D.  C.  Of  tb«ee  positions,  those  of  the  clerical  and  snbclerical  grades 
are  filled  from  r^isteis  resnlting  from  the  first  and  third  grade  examinations 
described  on  pages  6  to  d.  Information  concerning  the  stenographer  and  ^pe- 
writer,  measenger  hoy,  and  elevator  conductor  examinations  will  be  foond  on 
pages  19  to  21.  Esaminataons  tor  other  poeitione,  including  copyist  draftsman, 
mechanical  apprentice  draftsman,  and  bookkeeper,  will  be  held  only  when  elig^blee 
are  needed,  due  announcement  of  which  will  be  made. 

NONSDUCATIONAli  EXAMINATIONS. 

IIK.  This  class  includes  mechanical  trades  and  similar  poeitions.  In  section  166 
is  ^ven  a  list  of  podtions  filled  by  nonedncational  examination,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  poeitions  named  are 
those  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
tbe  service,  and  the  resulting  roisters  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches. 

116.  For  poeitions  which  are  peculiar  to  the  Engineer  Department  at  I^rge  and 
not  mentioned  in  section  166,  applications  are  received  at  any  time  by  the  local 
hoards  of  civil-service  examiners  for  the  various  engineer  districts.  Application  and 
examination  blanks  (Form  1800)  may  be  obtained  from  the  secretaty  of  the  Fourth 
Civil  Service  District,  Washii^ton,  D.  C,  or  the  secretary  of  the  local  board  at 
the  headquarters  of  the  engineer  district  in  which  employment  is  desired.  (See 
sec.  119.)  The  local  boards  will  also  furnish  any  further  information  de8it«d 
GODceming  these  positions. 

117.  All  registers  for  mechanical  trades  positions  show  the  branch  or  branches  of 
tiie  trade  in  which  the  eligiblee  are  experienced,  and  selectioiis  for  filling  muancies 
in  the  Engineer  Department  at  Large  may  be  made  of  the  highest  three  eligiblso 
who  have  had  experience  in  a  particular  branch  of  the  trade.  For  instance,  the 
carpenter  r^ciater  may  contain  the  names  of  stair  buildere,  ship  carpenters,  bridg« 
carpenters,  etc. 

lis.  The  minimum  age  limit  tor  nonedncationid  examinations  for  liie  Engineer 
Department  at  large  is  18  years.    There  is  no  maximum  limit     (See  sec  19. ) 

119.  For  additional  information  concerning  noneducatloiud  examinations,  sea 
psige  22.    For  information  relative  to  certification  and  eligibility,  see  page  23. 

QUARTERMASTER  CORPS. 

(Includes  what  was  formerly  known  as  the  Quart«rmastor's  Department  at  Large.) 

120.  Under  the  appropriation  act  for  the  support  of  the  Army  for  the  fiscal  year 
1913,  vacancies  in  positions  in  the  Quartermaster  Corps  which  heretofore  have  been 
filled  as  a  result  of  competitive  examinatjone  held  by  the  Civil  Service  Oommiadon 
may  be  filled  by  enlisted  men.  Persons  desiring  information  concerning  positions 
in  this  branch  of  the  senice  should  apply  to  the  Secretary  of  War,  Washington,  D.  C. 
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121.  CQerical,  minor  clerical,  &nd  Bnbclerical  poaitioiiB  in  field  branches  of  the 
Immigration,  Bteamboat- Inspection,  Lighthoase,  and  Poblio  Health  Servicee, 
navy  yards,  Bureau  of  Animal  Industry,  Weather  Barean,  and  other  parts  of  the 
service,  are  filled  by  certification  from  apinopriat«  regi<rt«n  reanltmg  from  examina- 
tiouB  for  these  gndes  as  described  on  pages  6  to  9. 

STENOGRAPHER  AND  TYPEWRITER. 

122.  Applications  for  the  stenographer,  the  typewriter,  and  the  combined  stenog- 
rapher and  typewriter  examioationa  for  employment  in  the  Field  Service  (Fourth 
(3vil  Service  District,  eee  section  2)  may  be  filed  at  any  time  with  the  district  Bccre- 
tary  at  WaBhinfcton,  D.  C.  Applications  will  be  accepted  from  both  men  and 
women. 

ExaminatioDs  for  the  Eteld  Service  will  be  held  quarterly  on  the  third  Saturday  of 
February,  May,  August,  and  November,  and  oftener  when  necessary,  at  the  fbllowing<  * 
named  places: 

IHatrict  of  Columbia:  Virginia — Continued. 

Washington.  Alexandria. 

Maryland:  Harrisonburg. 

Baltimore.  Lynchburg, 

Cumberland.  Newport  News. 

Frederick.  Norfolk. 

Salisbury.  Richmond. 

Hageratown.  Boanoke. 
North  Carolina:                                             West  Virginia: 

Aebeville.  Bloefietd. 

Charlotte.  Charleston. 

Elizabeth  City.  Clarksburg. 

Greensboro.  Fairmont. 

Newbera.  Grafton. 

Baleigh.  Huntington. 

Salisbury.  Hartdnsburg. 

Wilmington.  Pailerebarg. 

'nrpnia:  Wheeling. 

Abingdon. 

Examinations  may  also  be  held  at  other  places  if  the  needs  of  the  service  require. 

123.  The  minimum  age  limit  tor  these  eiuninations  for  the  Field  Service  is  18 
years  on  the  date  of  the  examination.    There  is  no  maximum  limit     (See  sqc.  19. ) 

124.  Persons  desiring  to  take  on  examination  should  write  to  the  district  secretary 
for  application  Form  1371  and  Form  1424.  The  latter  form,  in  addition  to  full 
information  concerning  the  scope  of  the  examination  and  the  requirements  for  the 
field  Service,  conttdns  complete  instnictions  relating  to  like  examinations  for  the 
Departmental  Service  at  Washington,  D.  C,  the  PhiUppine  Service,  and  the  Isth- 
mian Canal  Service.  If  he  so  desires,  a  person  may  take  a  separate  examination  for 
any  or  all  of  these  services  in  addition  to  that  for  the  Field  Service.  ExaminatitMi 
for  the  Field  Service  and  for  other  services  can  not  be  taken  ou  the  same  dote.  If  on 
eli^ble's  name  is  borne  on  the  r^stere  for  more  than  one  service,  his  appointment 
from  tlie  departmental  or  the  field  register  will  not  cancel  hie  eligibility  on  the 
legisterB  for  any  of  the  other  services,  but  his  appointment  from  the  Isthmian  Canal 
at  the  Philippine  tester  will  cancel  his  el^bility  on  the  registere  for  all  services. 
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126.  Applications  for  the  Departmental,  Isthmian  Canal,  and  Philippine  8er- 
vic«e  may  be  filed  at  any  time  with  the  United  States  Civil  Service  Commissioa, 
Waebington,  B.  C.  Application  Form  304  ie  required  tor  the  Departmental  and 
Isthmian  Canai  Servicea;  for  the  Philippine  Service  Form  2  is  reqnired.  Appli- 
calione  of  women  wilt  not  be  accepted  for  the  Isthmian  Oaiuil  and  Philippine 
Services. 

126.  As  stated,  stem^rapher  and  typewriter  examinations  are  held  for  four 
branches  of  the  service,  namely,  the  Departmental,  the  Field,  the  Isthmian  Canal, 
and  the  Philippine  Services.  Transfer  of  eligiWhty  from  the  roister  for  one  service 
to  that  for  any  one  of  the  other  services  may  be  made  at  any  time  within  the  period 
of  eligibility  if  there  is  reason  for  such  truisfer  which  is  satisfactory  to  the  Commis- 
sion and  the  eliijible  meets  with  the  requirements  of  the  service  to  which  transfer  of 
eligibility  is  desired. 

127.  Transfer  of  eligibility  within  the  Field  Service  from  the  stenc^ropher  and  type- 
writer register  for  one  civil-service  district  to  the  re^ster  for  another  civil-service 
district  may  be  made  with  the  approval  of  the  district  secretaries  concerned. 

128.  The  name  of  an  eligible  transferred  to  the  register  of  a  district  in  which  he  was 
not  examined,  either  from  Washington,  D.  0.,  or  from  another  district,  will  not  be 
certified  while  there  are  three  available  eli^bles  examined  within  the  district,  unless 
he  has  actually  moved  to  the  district  to  which  his  eligibility  is  transferred,  in  which 
case,  for  the  purpose  of  certification,  his  place  of  r^istration  will  be  conmdered  as 
the  examination  point  nearest  bis  new  place  of  residence. 

129.  An  eligible  who  moves  from  one  place  to  another  within  a  civil-service  district 
may  upon  written  request  and  with  the  consent  of  the  district  secretary  have  his 
place  of  registration  changed  to  the  esaniination  point  within  the.  district  nearest 
his  new  place  of  residence,  provided  the  needs  of  the  service  justify  snch  transfer. 

130.  In  all  cases  of  transfer  of  eligibility,  irrespective  of  the  branch  of  the  service, 
approval  of  such  transfer  will  depend  upon  the  need  of  eligibles  in  the  bmnch  of 
the  service  or  the  locality  to  which  transfer  of  eligibility  is  desired. 

131.  In  filling  vacancies  in  field  positions  certification  to  the  various  branches  of 
the  service  will  be  made  as  stated  in  section  174. 

132.  An  order  issued  by  the  War  Defiartment  requires  of  all  appointees  to  field 
branches  of  that  department  willii^pess  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  if  necessary.  It  is  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  his  will.  While  serving  in  the  Philippines  employees  are 
given  an  increase  of  $200  per  annum  in  their  pay,  and  they  are  allowed  transporta- 
tion expenses.  Two  years  is  nsually  the  duration  of  such  duty.  Applicants  for 
examination  for  the  Field  Service,  therefore,  should  indicate  in  their  applications 
their  willingness  or  unwillingness  to  accept  appointment  in  services  under  the  War 
Department  and  the  lowest  salaries  they  are  willing  to  accept  while  employed  in  the 
United  States. 

133.  The  demand  for  male  stenographer  and  typewriter  eligibles  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those 
whose  services  prove  satisfactory. 


134.  All  United  States  deputy  marshals,  except  those  employed  as  field  deputies 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  indicated  in  the  following  paragranhs; 

186.  Vacancies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting 
OTOt  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
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or  the  booklceepei'  register  for  field  aerricee  of  thooe  who  were  examined  in  the  6t«te 
In  which  the  vacancy  eziets.     (Bee  sees.  122  to  133,  incluaiTe,  and  149.) 

136.  For  vacandee  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  tj^writing  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  register  ofeligiblee  who  were  examined  in  the  State  in  which  the  vacancy 

137.  Vacanciee  in  the  position  of  chief  office  depot;  will  be  filled  in  like  manner, 
unless  it  la  determined  by  the  department  to  fill  anch  vacandee  hy  promotion  or 
transfer  of  persons  already  in  the  classified  service.' 

138.  Fall  information  relative  to  the  first^rade,  or  clerical,  examination,  inclnding 
alietof  places  at  which  the  examination  may  betaken  and  the  date  of  annual  exami- 
natione,  is  given  on  page  7. 

EliETATOR  CONDtrCTOB. 

139.  The  position  of  elevator  condnctor  in  Federal  bnildii^  is  filled  by  examina- 
tion ronsisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown 
on  page  26,  with  a  weight  of  60  per  cent,  and  training,  experience,  and  fitness  50 
percent 

140.  The  minimnm  age  limit  for  this  examination  is  20  years;  there  is  no  maximnm 
limit     (See  sec.  19.) 

141.  Application  and  examination  Form  1371  (issue  of  December,  1011,  or  later), 
including  the  medical  certificate,  is  required. 

142.  Applicants  for  this  examination  mnat  be  able-bodied  and  physically  capable 
of  performing  manual  labor. 

143.  In  ratii^  the  element  of  "experience"  credit  will  be  given  for  actual  experience 
as  elevator  condnctor,  electric  motorman,  or  electric  craneman,  and  applicants  who 
have  not  had  at  least  six  months  of  such  experience  will  not  be  admitted  to  the 
examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experience 
must  have  been  gained  within  the  twelve  months  just  prior  to  the  date  of  applica- 
tion. Applicants  must  fully  indicate  in  their  applications  the  kind  of  elevators, 
and  whether  paseenger  or  fre^ht,  upon  which  they  have  been  employed,  as  well  as 
the  length  of  their  experience. 

144.  This  examination  will  be  held  in  the  dty  in  which,  or  in  the  vicinity  of  which, 
a  vacancy  occurs,  and  only  when  eligibles  are  needed,  due  announcement  of  which 
will  be  made. 

ME88ENOEB  BOY. 

145.  Examinations  for  filling  vacandes  in  this  position  are  held  in  the  dty  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjects, 
as  shown  on  page  26,  with  the  exception  of  the  subject  of  training,  experience,  and 
fitness,  each  of  the  five  subjects  having  a  weight  of  20  per  cent  When  examinations 
are  to  be  held  due  announcement  is  made. 

140,  The  age  limits  for  thb  examination  are  16  and  18  years.    (See  sec.  19.) 

147.  Application  Form  1371  is  required. 

148.  While  there  are  no  height  or  we^ht  requirements  for  the  position  of  mes- 
senger boy,  eligibles  whose  weight  is  grossly  disproportionate  to  their  ^e  may  not 
be  certified  for  filling  vacancies  in  positions  tlte  duties  of  which  are  such  that  unusual 
weight  wotild  interfere  with  their  proper  performance. 
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OTHER  EDUCATIONAL  EXAMINATIONS. 

149.  Sxaminations  for  the  poHitions  of  telephone  operator,  bookkeeper,  and 
magflilne  attendaDt  wilt  be  held  only  when  eligiblea  are  needed,  and  will  be  duly 
annotinced.  Application  forme  will  not  be  dietribnted  and  applications  will  not  be 
received  nntil  such  announcement  is  made. 

NONEDTTCATIONAIj  EXAMINATIONS. 

160.  This  cUbg  includes  esaminatioos  for  the  mechanical  trades  and  eimilar  poai- 
tions  which  do  not  require  a  mental  test.  These  poeitJons  in  the  Custodian  Service, 
the  Engineer  Department  at  Large,  and  certain  other  branches  of  the  service  have 
been  plaeed  under  the  district  system.    (See  sees.  2  and  3  (&).) 

151.  Appropriate  examinations  are  held  based  on  physical  ability,  and  training, 
experience,  and  fit  uess.  Thtrdatimt6aghtioftheieeidt}eelecmaecaUqflOOaTe;Pkyiie<U 
abUUy,  40;  training,  experience,  andjUnest,  60.  The  information  on  which  the  ratings 
are  based  mnet  be  furnished  by  the  applicant  in  the  application  blank.  Care  should 
betaken  to  famish  accurate  and  complete  information,  inorder  that  asu£Bcient  basiB 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  ii^d  vouchers 
must  be  fully  answered.  All  statements  relating  to  training,  experience,  and  fitness 
are  subject  to  verification. 

162.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Phtbical  abiutt. — An  applicant  without  apparent  physical  disqualificatinn 
is  rated  at  96  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  nude,  proportionate  deduction  will  be  made 
from  98,  according  to  the  natnre  of  the  defects. 

(6)  Trainino,  bxpbkibnce,  ANnFnvEas. — This  subject  will  be  rated  upon  the  stat^^- 
menta  made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and 
referencee.  Consideration  will  be  given  to  the  date,  length,  quality,  and  character 
of  the  experience  shown,  and  special  conuderation  will  be  given  experience  which 
is  continuous  and  recent. 

163.  In  any  of  these  examinations  the  Commisaion  may  in  its  discretion  call  for 
sncb  additional  evidence  of  qnallfications  or  capacity  as  it  may  deem  necessary,  but 
no  recommendations  other  than  those  called  for  by  the  Commisuon  will  be  con- 
sidered. 

154.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 

names  are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  o( 

persons  preferred  under  section  1754,  Bevised  Statutes,  rated  at  65  or  more  are 

.  placed  above  those  of  persons  who  have  not  been  allowed  each  preference.     (See 

sec.  10.) 

165.  When  noneducational  examinationB  are  given,  applicants  are  not  assembled 
for  examination,  but  are  required  to  file  fully  executed  applications  on  the  form  pre- 
scribed, with  the  secretary  of  the  civil-eervice  district  in  which  employment  is 
demred,  unless  otherwise  spedfled, 

166.  For  the  following-named  positions  applications  are  received  at  any  time  by 
the  secretary  of  tiie  Fourth  Civil  Service  District,  Washington,  D.  C. : 


Blacksmith. 

Carpenter. 

Electrician.' 

Engineer,  stationary,  steam  (in- 
cluding engineman,  dredge  engi- 
neer, pump  engineer,  hoisting 
engineer).' 

Engineer,  marine,  staam. 


Fireman,  stationary. 

Master. 

Mate. 

Machinist. 

Oiler. 

Painter. 

Plumber. 

Tinner. 


1>  poeiUoD  In  the  Ciutodlan  Service  (se< 


157.  Applic«tioo  uid  esuninMion  bUnke  ( Form  1600)  me.y  be  obtained  from  the 
district  secratar]'.  Those  who  wuh  to  apply  for  more  than  one  poeition  must  file  a 
separate  application  for  each  poaititxi  deered. 

168.  Applicttnta  for  the  poeitiona  ol  marine  steam  engineer,  master,  and  mate 
ehonld  give  in  th^  applications  the  names  and  tono^ea  of  the  vew^  upon  which 
they  have  been  employed  and  aabmlt  with  th^  applications  licensee  or  oertificates 
from  the  proper  steaokboat  intqieetors  showing  thegmdeand  character  of  the  liceneea 
held  by  them. 

159.  Registen  will  be  wtsblished  quarterly,  or  more  frequently  or  lees  frequently, 
as  the  needs  of  the  service  require.  To  raeeive  consideratioo  (or  a  certain  quarter, 
^plicatJonsmuBt.  be  filed  in  eempUU  fi>rwt  yritix  the  district  secretary  act  later  than 
the  istb  of  March,  June,  September,  or  December,  as  the  case  may  be.  The  regis- 
ters will  be  made  up  oa  or  booq  after  the  lat  of  April,  July,  October,  and  January. 

160.  From  the  rc^utus  resulting  from  these  examlnationa  certification  will  be 
made  for  filling  vacaociee  as  they  occur  in  various  branches  of  the  service.  In 
making  certiflcati(»iB  doe  regard  will  be  had  for  the  t^e  limits  and  other  teqnire- 
menta  of  the  service  to  which  certification  Ib  made.  Further  information  relative 
totheEi^:ineerDupartm«itat  lATgeisgivenonpagelS;  Custodian  Service,  page  17. 
The  regulations  governing  certification  and  eligibility  are  shown  on  page  23. 

161.  The  diatrict  secretary  or  the  Civil  SwvlceCommiBHion  at  Washington  will  fur- 
nish information  eonoernlng  noneducaljonal  pontions  not  covered  by  this  pamphlet. 

rNSKILXiED  LABORER. 

162.  This  position  is  unclassified.  In  cities  where  r^culations  are  in  force  governing 
the  emptoymeotoflaborere  in  the  Federal  eerrice,  positions  of  this  character  are  filled 
by  r^iatration  of  etlgibles  after  a  physical  teet.  Thedutiesof  men  are  those  of  com- 
monlaboreroVworkman,  andof  women  those  of  charwoman  or  ita  equivalent  Labor 
reflations  are  in  force  at  Baltimore,  Md.,  Newport  News,  Va.,  snd  Norfolk,  Va.,  and 
vidnlty,  in  the  Fourth  Civil  Service  District,  Examinations  are  held  annnally  In 
October.  Application  blanks  may  be  obtained  from  the  boards  of  labor  employ- 
ment at  the  post  offices  at  Baltimore  and  Norfolk  and  the  customhouse  at  Newport 
News  between  September  1  and  October  1  only.  Applications  will  not  be  accepted 
unleea  filed  with  such  boards  prior  to  the  hour  of  cloeipg  buslBese  on  October  1. 

163.  The  age  limits  for  this  position  In  the  Field  Service  are  SO  and  60  years.  ( See 
Bee.  19.)  The  age  limits  are  waived,  however,  in  the  caeee  <rf  honorably  discharged 
veterans  of  the  Civil  War  and  persons  honorably  discbai^ed  from  the  CTnited  States 
military  or  naval  service  by  reason  of  disalHlity  resulting  from  wounds  received  or 
sickness  incurred  in  the  line  of  duty. 

164.  For  information  concerning  this  posHiwi  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where  em- 
ployment is  desired. 

CERTIFICATION  AND  EUGIBILITY. 

165.  After  the  papers  of  an  esamination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  the  register  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  case  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service /or  dittzbUUy  inairred  in  the  line  of  duty.  The  names  of  such  peiBons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  atttdn  an  average  percentage  of  not  less  than  66  will  be  placed  at  the  head  of 
the  digible  register.     (See  sec.  10.)  • 

160.  Separate  re^sters  are  eatabUahed  for  men  and  women,  and  certiflcatioD  is 
made  according  to  the  requisition  of  the  nominating  officer. 
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167.  The  period  of  eliftibility  is  oae  year  from  the  date  of  enteriag  the  aune  <m 
the  Tauter,  but  the  entire  refpster  may  be  ezteaded  for  s  farther  period,  if  in  ttie 
judgment  of  the  Commission  the  needs  of  the  eervice  so  require. 

168.  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
vacancy.  Unless  Boooer  selected  for  appointment,  an  eligible  will  be  entitled  to 
three  certiflcfttione  for  appointment  to  each  nominating  or  appointing  officer  in  e«ch 
service  tor  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  cer- 
tified for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  his  examination  papers.  The  appointment  of  a  person  whose  name 
is  on  more  than  one  roister  ordinarily  operates  to  cancel  his  eligibility  on  all  registers 
of  the  same  or  lower  grade;  an  eligible  eboold  therefore  advise  the  district  secretary 
whether  he  dedree  his  name  to  remain  on  any  re^ster  established  from  examination 
other  than  the  one  which  resulted  in  his  appointment.  Appointments  may  be  made 
from  a  higfaer-gmde  register  for  filling  vacancies  in  a  lower-^^ade  position. 

169.  For  filling  vacancies  in  the  Intemal-Revenne  Service  certification  will  be 
made  of  the  names  of  eli^nbles  who  were  examined  in  tb«  internal-revenue  district 
in  which  the  vacancy  occurs,  except  that  for  filling  a  vacancy  in  the  podtion  of 
stamp  deputy  collector  at  Cumberland,  Md.,  the  highest  eligiblee  examined  ia  that 
dty  will  be  certified. 

170.  For  filling  vacancies  in  the  Costoms  Service  certification  will  be  made  of  the 
names  of  the  eligiblea  examined  at  the  port  at  which  the  vacancy  exists,  exoept 
where  examinatians  are  held  also  at  sut^torts  for  the  convenimice  of  applicants  the 
highest  eligiblea  will  be  certified  of  those  examined  at  the  port  and  at  subportB. 
(See  sec.  69.) 

171.  For  the  positions  of  clerk,  and  carrier  tor  dty  delivery,  in  poet  offices,  a  separate 
r^Wter  is  established  for  each  classified  post  office,  containing  the  names  of  eli^blea 
examined  for  snch  office.  For  certain  14ige  post  officer  sepaiste  male  derk  and  car- 
rier r^^isters  are  established,  while  for  all  other  offices  in  which  both  derksand  city 
carriers  are  employed  the  names  of  male  el^blee  are  entered  on  both  the  clerk  and 
the  carrier  registers.     (See  sees.  85 1«  89.  ] 

172.  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marshal  cer- 
tification will  lie  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

173.  Certification  for  filling  the  podtion  of  clerk  in  the  Army  Transport  Service 
will  be  made  of  eligiblee  examined  in  the  dty,  or  the  vicinity  of  the  dty,  from  which 
the  transport  Btuls. 

174.  In  making  certification  for  filling  vacandea  in  the  podtious  of  stenographer, 
typewriter,  and  Btent^rrepher  and  typewriter  occtming  in  field  services  the  r««ulA- 
(ions  outlined  in  the  foreg>>ing  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  far  as  possible.  In  case  the  rf^>iBter 
for  any  locality  becomes  exhausted  resort  may  be  had  to  the  r^tieter  for  the  nearest 
locality  that  contains  the  names  of  eligibles  available  tor  the  podtion  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  is  willing  to  accept  appointment.  For  transfer  of  eligi- 
bility on  stenographer  and  typewriter  registers,  see  sectiona  126  to  130. 

176.  In  filling  vacancies  in  any  position  filled  by  educational  examination  not  spe- 
dfically  provided  for  above,  certdfication  will  be  made  of  eligibles  examined  at  the 
place  at  which,  or  in  the  immediate  vidnity  of  which,  the  vacancy  exists. 

176.  In  filling  vacandea  in  positions  filled  by  noneducational  examination  and  for 
which  applications  are  filed  with  the  district  secretary,  certification  will  be  made 
of  eligibles  readily  available  for  employment;  in  other  words,  of  thoee  who  live  in 
tfie  place,  or  in  the  vidnity  of  the  place,  of  employment,  and  of  those  who  present 
themselves  to  a  member  of  the  local  board  of  dvU-oervioe  examinen  (or  to  the 
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emplojiiiig  officer  when  there  is  no  locat-bonrd  msmber)  at  the  place  at  which  em- 
ployment ia  desired.  An  eligible  who  doee  not  live  st  the  place  where  he  desires 
employment  will  not  be  certified  for  appointment  there  until  he  has  personally 
appeared  before  a  member  of  the  local  board  of  exHminere  or  the  employing  officer 
at  that  place,  has  secored  a  cerdflcate  from  the  board  member  or  the  employii^ 
officer  lowing  the  date  on  which  he  appeared,  and  has  filed  ancb  certificate  with 
the  district  secretary.  In  this  connection  vicinity  is  defined  as  the  territory  within 
the  nsoal  commuting  distance.  An  employing  officer  is  the  official  in  charge  of  an 
office  or  other  ^tablishmcatt.  Eligibles  on  registers  maintained  by  the  district  sec- 
retary will  be  certified  for  filUng  vacancies  occnrrii^  in  any  branph  of  the  service 
nnd^  the  diBtrict  system.  From%egisters  maintained  by  local  boards,  certification 
will  be  made  ol  the  highest  qualified  eligibles  on  the  local-boatd  registers,  in  con- 
formity with  the  special  r^ulations  governing. 

177.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months,  such  retention  is  equivalent  to  his 
abscdote  appointment.  In  the  PostrOffice  Service  the  period  of  probationary  appoint- 
ment b^ins  from  the  date  of  appointment  as  regular  clerk  or  carrier,  and  not  from 
the  date  of  appointment  aa  snbstLtnte. 

INFORMATION  CONCERNXNO  OTHER  SERVICES. 

178.  A  Manual  of  Eiaminatjons  is  issued  by  the  United  States  Civil  Service  Com- 
miseion  in  Janniuy  and  July  of  each  year.  It  contains  full  information  concerning 
the  r^nlar  spring  and  tail  examinations  for  positions  in  the  Departmental,  Indian, 
Bailway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  Mannal  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 


179.  These  examinations  ore  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be 
filled-  Eligibles  are  certified  to  vacancies  in  the  departments  at  Washington,  or  in 
the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  Commission  may  be  required  for  the  good  of  the 
service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

BURAI.  DEIJVEKT  CARRIER. 

ISO.  Examinations  for  the  position  of  rural  carrier  will  be  held  as  the  needs  of 
the  service  reqoire.  Applications  are  not  accepted  until  examinations  are  announced^ 
A  copy  of  Form  1977,  InstmclIonB  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Fourth  Civil  Service  District, 
Washington,  D.  C. . 

161.  The  ^e  limits  for  this  examination  are  18  and  55  years,  the  maximum  limit 
being  waived  in  thecascB  of  honorably  discharged  United  States  soldiers  and  sailors. 
(See  sec.  le.) 

FOURTH- CIiASS    POSTMASTER. 

182.  Fourth-class  postmasters  in  all  States  are  in  the  clasaified  service.  A  copy 
.  of  the  regulations  governing  the  appointment  of  fourth-class  postmastera  may  be 
obtained  from  the  United  States  Civil  Service  Commission,  Washington,  D.  C.,upon 
reqaeeL 
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DB8CBIPTION  OF  BXAMINATIONS. 
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(United  aut«a  gaogn- 
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>  Tfa«  auhject  ol  reading  addmm  ta  gireo 
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subject  six  In  tbe  e: 

lledStftteigeagraph>. 

evidence.    Alt  ttalemenli  relfttive  lo  tTBlntng,  experlenc 


and  StQcu  ai 

In  the  fltst-grade  examination  competitors  who  fail  toatUin  a  nting  of  at  lea^  70 
in  arithmetic  of  66  in  r^mrt  writfog  will  fiotb«  eligible  tor  aiftointment,  and  the 
Temaining  subjects  of  their  examinatjona  will  not  be  rated. 
SPECIMEN  QUESTIONS. 

FIRST-ORASB  HXAMIKATION. 

1.  Si-KixiNa:  Twenty  words  of  more  than  average  difficulty.  3.  ABiTHMKnc: 
Fmidamenta]  mice,  fractione,  percentage,  intereet,  diticonnt,  analyelfl,  and  statement 
of  simple  accounts.  8.  Fknkanbhii>:  Rated  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Report  writing:  Test  in  writing  in  letter  form  a  report, 
not  more  than  200  words  in  length,  BumnatiilBg  and  arranging  in  logical  orderaseries 
of  facte  included  in  a  given  etatement  of  400  to  600  words.  5.  Copyinq  akd  oob- 
BBCiiNQ  hanuscbift:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  inclndes  erasoree,  misspelled  words,  erron  In  syntax,  etc     6.  Gboq- 

BAFHr  ANS  CIVIL  OOVERNMKHT  OF  TBB  UnITBD  StATH. 

The  following  questions  and  teste,  which  haTe  been  tised,  indicate  the  general 

character  of  these  subjects: 
FInt  Bnb}cet-8pelili«r-epeIlli)B  Is  dlotatod  br  the  enuniner.   Tbe  Words  are  written  by  the 

compeUtorln  the  blank  gpacea  Indicated  On  the  flirt  sheet  Of  the  ej<unln»tlon.  All  words  should  be 
conunenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  its  definition.  The 
competllor  is  required  to  write  only  tbe  word  and  dot  Its  deflnltioil. 

Ci/Under:  A  long  round  body.  Aomfsunv  Containing  a  promise;  as,  a  pcomissory  note.  BumHal! 
Necessary  or  IndiqwQsable.  J>i«cenriW«.' Apparent  or  visible,  (^portantis;  Afltorconvenlenttlme. 
DeteHftii:  False  or  tricky.  D^iretux:  Respect  or  regard.  ItuerUon:  Theaotofplaelngln;as,theln»er- 
tlon  of  an  advertisement.  fhc^fOolc  To  make  easy;  as,  to  facilitate  bnsitieaa.  ScAeneOady:  Acltyofthe 
United  States.  .Jcf^'ocenl:  Lylngnearoiborderingon.  SouiwRfr.- A  token  of  remembrance.  Conceding; 
yielding  or  giving  up;  as.  conceding  a  point.  lAneage:  Llneofdescentor  ancestry;  as,  of  royal  lineage. 
iMfterlDui:  Harmful  or  IJlJurlnus;  as,  deleterious  to  health.  fffriZmUaZ.' On  alevel.  PatTimonji:  Aa 
estate  InherltcdfiODi  one's  lather.  Certt/leate!  A  written  testimony;  as,  a  marriage  certificate.  Setcr- 
voir:  A  place  td  storage;  as.  a  water  leaeivolr.   PrivUtge:  A  right:  a^  the  privilege  of  voting, 

Ssconit  Snblect— AilthmetJc— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figuree  necessary  la  salving  each  i^blem  should  be  given  in  full.  The  answer  to  each 
problem  ahomd  be  indicated  by  wrlllDg  "Ans."  afterlt. 

1.  This  question  comprises  a  test  in  adding  numbers  crosswise  and  lengUiwlse.  There  are  usually 
three  ci^DmnB  of  about  twelvenumben  each  to  be  added,  3.  Divide  4T(V  by  Tf  unlflply  the  quotient 
by  Sli  and  lo  the  product  add  HSnmot  214.B.  S.  A  father  invested  a  suDclent sum  of  money  In  Ussea. 
chusetta  fives  at  Cr7j.  brokersge  |  perceot,  to  give  his  son  an  annual  income  of  tl.'20l}.  What  was  tbe 
siunlnveatadt  4.  The  appropriation  for  tbe  Civil  Service  Commission  fur  tbe  fiscal  year  ended  June 
3a,18a7,WaBM8,8«).  Durlngthal  yearBD.IUOpetsona  wer^eiamlned.  If  B4  per  cent  ol  Uils  number 
failed  to  pass,  and  1T|  per  cent  of  those  who  passed  were  appointed,  what  was  the  average  coet  to  the 
OovlmmeDt  of  eachappolntnienir  X.  On  April  1.  IBM,  Amos  Ward  owed  OraveH&Coon  (£8.90  on 
April  4  he  sold  themes  barrels  potatoes  at  12.  IG  per  barrel.  April  She  gave  them  a  draft 
" ■--3  for  ll,B60,  which  they  accepted  al  J  per  cent  dlBcount,    April  B  they  sold  Ward 


on  Ban  FranclB 


t/H  bushels  com  at  34i  cents  per  bushel.    April  IS  they  bought  of  hli 

hundred  feet.    April  18  they  sold  him  Ml  doien  chain 

them  1,260  eggs  at  14  cenls  per  dozen.    April  28  be  I 
days.    April  29  be  bought  of  them  2,880  ponnds  liay  at  U 
[4th  Diet.] 


It  S1.2E  per 
nm  each.  April  21  Wbt4  bought  of 
m  a  note  for  tl.KW,  due  in  slily 
Hake  an  Itemised  alatement  of  tbe 


■bove^ccount  u  It  ihouM  appeu  Uken  from  the  books  of  Ward:  nuke  t.  propei  btaOlag;  elan  the 
uconnt;  SDd  brJOK  dovn  the  balance  u  It  Bhoold  hsve  appeared  Ma;  1. 19M. 

Thbd  BnblMt— nnmanihlp.— The  rating  on  penmanghip  will  be  detcnntned  hj  ttfAVBttr, 
ispidltr,  aeataen,  and  general  appearance.  Bod  t>7  (KimeinMi  aod  osUonBltr  In  the  tonuHoa  of 
words,  lettsn,  and  pnoctnatloD  marka  In  tbea>*rel«eoIlbefaiirtlk>ab]eet— leportwrltlnc.  HofKi- 
tlcnlu  Bt;le  of  peninmoghlp  lapref  emd. 

Fourth  Subject— Bepnrt  wtltliit.— In  tbli  exerciee  the  competitor  la  given  a  loote  atatemant  ot 
tsctj,  400  to  MO  words  Id  leoglh.  whtcb  be  la  losummarlte  and  arrange  Into  a  Isglcsl  and  comptet* 
report  In  the  form  of  a  letter  of  not  more  tban  200  words. 

Thlseierclse  le  designed  to  test  the  eompetltor'a  knowledge  of  almple  English  <sompo*ltion  and  hi* 
general  ln(«]1tgence.  In  rating  the  report,  lis  en«n  ot  form  and  addRei,  apelllng.  OBpltKliiBttoii. 
punctuation,  Byntai,  and  style,  and  the  arrangement,  conclseneaa,  and  completenea  of  the  repOTt 


Flftli  SnbjMt— Coyjlnc  asd  CrareeiaiB  MuuucrtpC'-^pelling,  nse  of  oapllala,  and  allomlolon* 

and  mlBtalics  will  be  taHen  Into  oonalderatlon  In  rating  IhLi  subject. 

Direction!  to  till  compeiUoT.—yiTHe  tforrerled  copy  of  the  manuscript  aecompanylnt.  Correct  all 
errors  In  syntax,  spelling,  punctualion,  and  oapitalliatlon;  write  In  full  abbreriated  wordi,  ete.,  ai 
Indicated,  Do  not  paraphrase  the  language  of  tbe  copy,  or  Insarl,  omit,  or  modify  woida,  phraaea, 
or  punctuation  marks,  except  as  mar  b< 


JrJi2ujJc.JLL^.. 


Blith  aablect— OeoKTspIij  and  CMl  GovcmnMnt  ol  Uu  Dnlwd  States*— Qnestloiis  1,  2,  uid  S 
of  tblBBtibjectareoageogr&phyot  the  United  Etat«i  and  aredmilai  to  quaatlDiu  1,  Z,  aiid4  ol  aecond- 
giade  geognpby  u  ahovn  under  that  subject.  Queations  4  aod  &ace  OD  ctvll  govenunent  of  the 
United  States.   The  lollowliig  quanions  hare  been  need : 

4.  (a)  Hnw  are  ]UBtlc«8  of  the  Bupnme  Canrt  appointed!  (fr)  How  many  ameDdmenIs  have  bem 
added  to  Che  ConetltuClon  ol  the  United  Stalee?  H.  (a)  Name  two  vaji  In  whleb  a  bill  mar  become  a 
law  wIthoQt  the  Prealdeiit'9  signature,  (b)  Name  the  lollowing  olSclala:  Bpeaker  ol  the  Nattonal 
HouM  of  BepmenladTrai  Chief  Justice  of  the  ITnlted  Statei:  and  Becretarr  of  State. 

SHCOND-QRADB  KSrAMIIfATION. 

1.  Speluks:  Twenty  words  of  average  difBcalty  in  common  nae.  £■  Abtih- 
UKTic:  Embraces  addition,  Bnbtrnction,  multiplication,  anddivision  of  whole  numbers, 
and  common  and  decimal  fractiang,  8.  Lbttbb  wbitikq:  Teet  in  the  use  of  the 
English  language  for  bosineas  correspondence.  4.  Pknkansbif  :  Marked  on  la- 
bility, rapidity,  neatnees,  and  general  appearance.  S.  Copvino  pbou  rUkOS  copy  : 
An  exact  copy  of  a  few  printed  lines  in  competitor's  handwriting.  &  Servicee 
other  than  Poet  Office,  Gbooraphy:  Questions  relating  to  the  boundaries  of  States 
and  to  capitals,  largest  citiee,  rivets  and  other  bodies  of  water,  and  the  location  by 
States  of  prominent  cities;  Post  Office  Service,  readino  addresses. 

The  iollowing  questions  and  testa,  which  have  been  used,  indicate  the  general 
character  of  these  subjects : 

FInt  Subject— SpelUns.— Spelling  la  dictated  b;  the  eiaminer.  Thewords  are  written  by  the 
Dompedtor  In  the  blank  spaces  Indicated  oatheflrst  sbeeCof  the  eiamluBtlon.  All  words  ehauld 
beoommenced  with  capital  tetlen.  Tbe examiner  pronoancee each  woid  and  glvea  Its  ddlDltlon. 
The  competlloriB  required  to  write  only  the  word  and  not  Its  defloltlon. 

Opponent:  One  who  opposes^  as,  a  poUtlcal  opponent.  PretldtTiL-  The  Chief  GiecatlTe  of  the  United 
Stales.  Omgatrer;  One  who  conquers.  (FAoiMomt  HealthluJ;  as,  wholesome  food.  Achieve:  To 
gain;  as.  to  achieve  suecess.  TVan^uti:  Quiet  or  peaceful.  Detacfi:  To  separate  or  remave;  as,  to 
detachaleaf  fiomabook.  Expaaive:  Very costlj.  i)e«a«.' Deaths  as.  apenon'sdecease.  yotbxable: 
Worthy  of  notice:  as,  a  noticeable  occasion,  9utpieio<a:  Exciting  suspicion;  as,  a  suspicious  clicnm- 
stoDce.  Ttrroff .^  A  raised  bank  of  earth.  Eapping:  Making  a  number  of  quick  blows.  Lcinffaaffe: 
Tbespeecholapeople;  as,theEDgllBhlangnage.  BchedtiU:  A  llat  or  Inventory;  as,  aschednle  ol  prices. 
TVinp-'  Binding  oi  laslenlng  with  a  cord.  Vulgar:  Low  ot  mean.  Coarse:  A  way  or  track;  as,  a  rooe 
course.    Salary:  A  stated  allowance  paid  for  services.    ClUcago:  A  city  in  the  United  States. 

Second  Subject— ArltliineUG..-In  solving  problems  the  processes  should  be  not  merely  Indl- 
caied,  but  all  Uie  figures  necessary  In  solving  each  problem  should  be  given  in  full.  The  answer 
to  each  problem  should  be  Indicated  by  writing  "Ans,"  after  It. 

1.  Add  the  following,  and  fmm  the  sum  subtract  SZ,gaG,69e  (hertTwlll  be  given  a  abort  colnmn  ol 
figure)!],  a.  Multiply  TAbySe,8,  and  divide  the  product  by  1.92.  Solve  by  decimals,  3.  A  carrier 
caDa»ort4S  letters  or  37  papers  In  a  minute.  At  this  rate,  how  many  hourswUllt  take  him  to  assort 
S,6B5  letters  and  I3&  pounds  o(  papers,  averaging  7  papers  to  the  poundT  4.  A  lot  which  waa  63  feet 
wldeand  leofeetlongsold  lor  W,347,6a.  which  was  one-fouitb  more -than  it  coat.  What  was  the  coat 
per  square  footf  JJ.  In  a  certain  mail  there  are  294  pounds  14  onnceeof  newspapers  weighing  at  the 
rateol  3  papers  to  every  7  ounves.    How  many  papers  are  therein  the  mail?   16  oimces—1  pound. 

Third  Subject— Letter  Wrttlng^-Tbe  competitor  Is  permitted  to  write  on  either  o(  two  Bubjecw 
given.    The  following  subject  has  been  used: 

Write  a  letter  of  not  less  tban  125  words,  giving  your  view*  as  to  the  advautages  derived  from  free 
public  libraries  In  the  princljwl  citleiof  your  State,  This  exercise  Is deslgoed  chiefly  to  test  the  com- 
petitor's skill  In  simple  English  compodtJan.  In  rating  the  letter.  Its  errors  In  form  and  addreee. 
In  spelling,  capitalization,  punctuation,  syntax,  and  style,  and  Its  adherence  to  the  subject,  will  be 
considered, 

Fourtli  Snbject— Penmanship — The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  unilonnjty  In  the  formation  ol 
words,  letters,  and  punctuation  marks  In  the  exerdse  ol  the  Bubject  of  copying  from  plain  copy. 
No  particular  style  of  penmanship  Is  pieCerred. 

Fifth  Subject— Copymg  from  Flam  Copy.— N,  B.— Paragraph,  spell,  capitalize,  and  punctuate 
precisely  as  In  copy.  All  omiiaiona  and  mistakes  will  be  taken  Into  consideration  In  rating  this 
subject. 

Hake  an  exact  written  copy  of  the  following: 

No  recommendation  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  of  his  polit- 
ical  or  religious  opinions  or  afllllations  shall  be  received,  filed,  or  considered  by  the  Comnilaslon,  by 
any  board  of  examiners,  or  by  any  nominating  or  appointing  officer,  fn  making  removals  or  reduc. 
tions,  or  in  imposing  punishment  for  delinquency  or  misconduct,  penalties  Lke  In  character  shall 
be  Imposed  for  like  oSenses,  and  action  thereupon  shall  be  taken  irrespective  of  the  political  or 
religions  opinions  or  affiliattons  of  the  oflendera.  A  person  holding  a  position  on  the  date  said  poet- 
I4thDl8t.] 


tton  li  cUvtOed  naiti  tbe  dTH-nrrlce  act  ihall  be  entlUed  to  lOI  Um  richu  ud  benefiU  pc 

by  peraoDB  of  (he  lame  cUsa  or  gnkde  sppoinled  npDii  examination  ondet  the  provliloiu  of  said  act. 

Bbtb  Subject  <S«rTloea  otber  tban  Poat-Oflloe)— 0«ofnipli7.~N'.  B.— Competitors  aie 
OHitloiud  not  to  auasd  tba  requlnments  of  tbe  queiUcaa  In  their  aosmn,  aa  the  tull  Tatne  of  a  point 
irlU  beohargadloreaehincoiTeotpalut  In  the  answer. 

1.  Name  States  as  loUaws:  Twowhidi  border  Florida  on  the  north;  two  vhloh  boidei  Coloiado  im  ths 
north;  two  which  bolder  New  York  on  the  east;  two  which  border  Wlaconsln  on  the  west;  one  which 
borders  Oregon  on  the  north;  one  which  borders  New  Hampshire  on  the  east,  3.  Name:  The  largest 
two  riven  which  bender  on  Kentucky;  the  largest  two  lakes  which  border  on  l£lcblgan;  the  largest  two 
sounds  on  the  coast  of  North  GaroUna;  the  two  bodies  of  water  which  the  NIagais  River  oonneoti;  a 
river  which  borders  on  Nevada;  the  river  on  which  Omaha  is  situated.  3.  (a)  Name  the  oqiital  of 
each  of  the  lOllowlng-aamed  States:  Washington,  Hichlgao,  Arkansas,  Maryland,  Massachusetts;  (b) 
Name  tba  most  papulous  city  In  each  of  the  foUowtng-nomed  States:  Pennsylvania,  Oregon,  Vermant, 
Lonislaua,  Dlfwds.  i.  In  what  State  ts  each  of  the  followlii^aamed  promiDent  cities  looalsd:  Ashevllle, 
Trinidad,  Amsterdam,  Flndlay,  Lynchborg,  Sedalla,  Walla  Walla,  Eeene,  Macon,  Superior. 

SliUi  Sobjaet  (Post-Oflloe  Bervloe)— Readlni:  Addreaaes This  exercise  conslata  of  the 

leading  of  a  number  of  written  addresses,  which  ore  photoUthographed  on  one  sheet.  A  second  sheet 
Is  furnished,  which  contains  the  same  addreasee,  these  addresses  being  printed  and  contelnb^  errors  of 
omission,  substitution,  or  inseriion.  The  competitor  Is  required  to  Indicate  the  errors  In  each  printed 
addrtM  by  drawing  a  line  below  the  word  with  pencil,  thus,  Wllain  for  William,  In  any  portion  of  a  printed 
address  which  is  not  a  ooneet  copy  of  the  written  addrtsa.  Heshould  not  draw  a  line  through  the  Inoorraot 
word  nor  write  the  oorrect  word  over  It.  He  should  Indicate  any  words,  flgurea,  or  Initials  omitted  cm  the 
printed  sheet  by  the  use  of  a  caret,  thus,  A;  hut  shoulp  not  Indicate  the  omission  or  subatltutlon  of  a 
particular  tetter  in  a  word  by  the  use  of  a  caret.  Words  abbreviated  In  the  written  address,  but  printed 
In  lull  In  the  printed  address,  are  regarded  as  correct  if  the  correct  words  ore  printed.  Differeoces  in  pui>ctu> 
atlonorcapitalliatlon  are  not  regarded  as  errors.  All  competitors  wilt  be  started  at  a  given  signal  and  will 
be  Mapped  together  at  the  end  of  tea  (10)  minutes.   The  istlng  will  be  determined  on  accuracy  only. 

The  foOowlng  are  UluBtratlons  of  the  method  which  should  be  pursued  In  indicating  errors: 

WRITTEN  ADDRESS— CORRECT. 


0/0 


ritlNTED  ADDRES9~WTTH  ERROKS  NOTED. 


WRITTEN  ADDRES3-C0HRBCT. 


PRINTED  ADDBE8S-WITH  ERRORS  NOTED. 


[j,.3,i,7,dc.vGoo<^Ic 


TBIRD-ORADB  SXAMINATION. 

1.  BpBLLiNa:  Twenty  aiinple  words  in  otdinary  use.  2.  Arithmetic:  Embiacea 
addition,  eubtnction,  multipliciition,  and  divimon  of  whole  niunberB  and  of  United 
Stfttea  money.  3.  Lbttbb  wamsa:  Teat  in  the  use  of  the  English  lai^uage  for 
busineee  correepondeiice.  4.  Pbkuanshif:  Marked  on  legibility,  rapidity,  neatness, 
and  general  appeoTBiice,  8.  Copying  rsoti  flaim  copy:  An  exact  copy  ol  a  few 
printedliiiee,incontpetitoi'ahandwriting.    6.  Tsaininq,  bxfbbibncb,  akd  rrrHEBS. 

The  following  quoBticma  and  tests,  which  have  been  used,  indicate  the  general  char- 
acter of  Iheee  subjects: 

FInt  BubjMt— 8p«llliig^SpeUIii«  la  dictated  b;  the  siamluer.  Ths  wordi  sie  written  bf  tha 
oompetltoi  In  the  blaok  Bpacea  indlnated  on  the  flnt  iheet  ol  th«  eiamlaatlon.  All  mrds  should  bg 
oammenced  with  capital  letteia.  The  examiner  pronounces  eaob  won]  and  gives  Its  deAnltlon.  The 
oompaUtor  la  required  to  write  onlr  the  woid  and  not  its  deflnltloii. 

Siifar:  A  sweet  subatanoe  made  Iniin  the  Joloe  at  the  sugar  eane.  PUiei:  Sometlilng  given  aa  leouitt;. 
cutler.'  One  who  liaa  charge  of  money  In  a  bank,  n^re.'  A  mark  representing  a  number.  Oajfini! 
Conve:;lng  or  tisnsportli^  in  any  way.  BreaM;  The  measure  Irom  aide  to  side.  Shot:  The  amount  ol 
p^er  made  in  one  body  or  piece;  u,  a  sheet  of  paper.  Easily:  In  an  easy  manner.  FmnUei;  Tbeltorder 
or  limits  of  a  oountiy,  Pntima:  The  stale  or  quality  of  being  patient.  Ouat:  The  set  of  gnesalng;  as,  to 
gnesB  at  one's  weigbt,  ThreoL-  The  act  of  threatening;  aa,  to  make  a  tlireat.  Dlamimd;  A  precious  gem, 
VUli.-  To  go  to  see:  aa.  to  visit  a  friend.  Stfoir;  To  mend  or  make  over;  as,  to  repair  clothes.  Ptople: 
The  body  ol  persons  oomposlng  a  nation;  aa,  the  Amerloan  people.  RtgalTe  To  be  In  need  of;  as,  to 
reqtdremoney.  SrtiiK.' Soft anbnal fat.  ilniuflv  Toreplyto;  as.toansweraletter.  £ri>t.- Tollve;  aa, 
to  Bitot  ha  poverty . 

Second  Subject— Arltbmetle^lD  Nlvlng  problems  the  processes  should  be  not  merely  Indliated, 
but  all  tbe  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  answer  to  each  prob- 
lem  should  be  indicated  by  wrlUng  "Ana."  after  It. 

1.  (Tbto  question  will  oonalst  of  a  short  eolunui  of  Ogures  lo  be  added.)  a.  Divide  2,408,688  by  4,732. 
8.  Multiply  8,M3  by  608,  and  then  subtract  9e,7M.  4.  A  merchant,  who  spent  t2a,  bought  «6  pounds  at 
butlarat30cientaperpound,S4barrelsof  apples  atti.2(  per  barrel,  and  spent  the  remainder  for  ooOee.  How 
miuh  did  he  spend  lor  ootteeT  JS.  During  the  month  ol  August  UO.OOO  bushels  of  wheat  were  shipped 
from  a  certain  port.  During  September  8T,M0  m(se  bushels  were  shipped  than  during  August.  What 
was  the  total  number  ol  bushels  shipped  In  the  two  monthsf 

Thlid  Sublect— Letter  Wrltlng.~The  oompetltor  la  permitted  to  write  on  either  of  two  subjeola 
given.    The  IDIlowliig  subject  has  lieea  used: 

Write  aletter  containing  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by  mankind 
from  t^  art  ol  printing.  This  eierclae  la  designed  chiefly  to  test  the  OMnpeUtor's  sUll  In  simple  En^ish 
oompodtian.  In  rating  the  letter  lla  errors  In  lorm  and  address.  In  spelling,  capitaliiatio]^,  punctuation, 
■ynlai,  and  style,  and  Its  adheience  to  tiie  subject,  wilt  be  considered. 

Fourth  Subject— Fenmanshlik — The  rating  on  pennumsMp  will  be  determined  by  leglbUity,  rapid- 
ity, Deatneas,  and  general  appearance,  and  by  oocrectnesa  and  unllDinilty  In  the  tcnnatlDn  ol  wOTds, 
letters,  and  pnnctuatlon  marks  In  the  eiemlw  of  the  fifth  subject— copying  bum  plain  copy.  No  par- 
Brolar  style  olpeTunMuhlp  Is  prefarTta. 

Fifth  Snhleet— Copying  from  Plain  Cop7,-~-N.  S.— Paragraph,  spell,  capitalise,  and  pumrtuato 
prediely  as  In  the  copy.    AH  omlsslans  and  mistakes  will  be  taken  into  oonslderatlon  In  rating  this 

Jfote  an  aaci  artiltn  copy  efUufcHowfiie: 

The  present  postal  policy  is  to  carry  newspapers  In  some  cases  tree,  and  in  all  other  casM  at  mneh  lower 
rates  o(  postage  than  is  charged  for  letters;  the  one  behig  tea  the  putilic  weal,  while  the  other  Is  (Or  private 
benefit.  If  the  telegraph  becomes  a  part  of  the  service.  It  will  still  be  the  daty  of  the  Department  to  trans- 
mit telegrams  for  the  press  at  much  lower  rates  than  for  private  Indivldnals. 


As  soon  as  pr.icticable  after  an  examination,  the  papers  of  the  competitors  aro 
rated  and  the  average  percentage  of  each  aacertained,  and  competitots  notified  whether 
tfa«y  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating:  ^ 


1.  For  each  error  In  spelling  wben  the  ^erdae  consists  of  20  words 

I.  For  each  emu  In  capllalliatlon 

3.  For  each  fidlore  to  Dseor  lis  each  wrong  use  of  the  hyphen  and  for  each  Improper  division  of 

wcrd  into  a  compound  word  when  required  to  be  written  solid 

[IthDIst.] 


.A")' 


glc 


From  100 

I.  For  each  vnmg  prooia,  prodndiig  Inoimet  nult,  tn  propgrtlan  to  tha  nmnhB-  of  ■taps  tn- 

rngvad  md  gnvltr  of  «RW lotoloo 

a.  For  dadnuil  «nir  and  br  Hoh  ivhImi  of  >  dadiiial  or  comnion  treotlon  tvt Si 

3.  Par  BOh  ainii  In  oomputatlaQ  or  la  oopflng  from  tlie  pilated  qaasUau  or  Irom  work 10 

1.  Faimliioccnon,BuiAu'inoQglDdlosIlaDafaoarTectFTOoea,liicorrectorliicoiisl3tmitpunota- 
atlon,  Impropw  uaa  ot  iTinlHili  ol  desigiutlan,  [mproper  or  Inontect  deslgnstloa  of  «  puUal 

•xaiuln*[dt,Mo fto  10 

I.  raiklliiratoibovirarkMiaqiitiadlniajnllanDf^DMaiiit Uto  TS 

1IIU9  FOB  RiTma  LBTTBB  ynOBBd. 

lDratliictbel«tM,lt«ar 
B,  nd  lU  Mlhaeaoe  to 
It  of  tbe  axunliwn,  <1M( 

1  deMnnlulng  tbs  tbUhc  lir  letter  witUiic  it  li  proper  tat  Uw  "•«'"'""  to  be  gahled  In  a  genarsl  way  by 
fiMknrlng  Bdiniia:  Exmilmt,  K  to  90:  good,  M  to  a):  Ur,  a)  to  TO;  ordlDUT.  TO  to  «^  poor,  «0  to  Ml  TK7 
r,  EO  to  211;  pnoUcally  worthless,  29  to  0. 


100,    In  determining  tbe  nttng,  legibility, 

lAuidimlfOrialtylDthfl  Agination  of  words, 

la  proper  for  eiamlnera  to  be  guided  In  e  genera]  way 

lo  K;  vary  good,  8S  to  80;  good,  eo  (o  7G;  ordlnuy,  TG'to  70:  poor, 

5;  ywj  fOQt,  U  to  10;  bdow  Qm  grade  ol  "very  poor," 

■uiu  ro«  KAmo  cormra  noH  fuih  cofi.  From  100 

1.  Foreub  word  orflgnieamltted,  repeated,  substituted,  or  Improperly  Inserted S 

2.  For  each  error  la  spelling,  fi»  each  transposition,  lor  each  sbbreTlatlDn  not  la  the  copy,  for  each 

failure  to  capltallEe  sccordlng  to  eopy,  for  each  failure  to  punctuate  according  to  oopy,  fOr 
each  failure  to  Indent  margin  aa  la  capy,f6ieacberrortnparagraphIiig,aDd  lor  Irregularity  In 

8.  For  each  mlsdlvlalon  of  a  word  at  the  end  of  a  Ihie,  lor  each  omission  or  improper  use  of  the 
hyphen  In  dividing  a  word  at  the  end  of  a  Une,  tor  each  word  allered.  Interlined,  or  canceled, 
lOr  each  blot  or  minor  erasure.  It  Dot  neat 1 

4.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  chai^ee  are  made  In  the  dlscre- 


1.  For  each  error  In  spelling  (only  od:  oharfe  to  be  made  fOr  (he  repeated  mlBapelllng  of  the  same  word 
In  the  same  manner):  for  each  error  In  syntax  (no  charges  lo  be  made  tor  consequential  errors); 
tor  each  word  omitted.  Inserted,  or  substituted  which  a  volda  a  test  or  causes  an  essential  change 
In  meaning;  tor  bUnre  to  write  any  transposition,  InserUon,  or  Inclosure  as  Indicated;  for 
resbslng  a  word  or  words  canceled  In  the  copy  (only  3  la  be  charged  for  restoring  any  group 
of  words  canceled  together  In  copy);  tor  each  Important  word  omitted  from  a  phrase  or  other 
group  ot  words , -,.^--. ,--,.,--.---..--,-„--., „-.,--„„ 

3.  For  making  any  transposition  ot  A  word  or  group  ot  words  not  Indicated;  for  each  sbbrevlBllou; 
for  Inegulailty  In  l^haod  margin  (Id  each  of  the  three  cases  Indicated  according  to  grsTlty 

I.  For  writing  part  of  the  eiercbe  and  then  commenclug  again;  tor  signing  name 

1.  Foreadlchangeln  tenseornumber  which  does  not  result  In  an  errorof  syntax  or  radlralchange  In 
meaning  {only  one  charge  to  he  made  for  a  consistent  sequence  ot  changes);  for  each  word 
omitted.  Inserted,  substituted,  or  repeated  which  does  ool  avoid  a  lest  or  cause  an  essential 
change  In  meaning;  for  each  error  In  capltallisClon,  punctuation,  Indentatloa,  paragraphing, 
or  In  division  ot  words;  tor  each  omission  ot  the  hyphen  or  for  placing  It  at  the  beginning  of 
the  line  lostead  of  at  the  end  of  the  preceding  line  (total  charges  In  either  case  not  to  exceed  6); 
for  stenographic  periods  (only  one  charge  In  exercise);  for  each  blot,  each  word  Interlined  or 
canceled,  each  alteration  or  erasure  If  not  neat  (not  more  than  S  to  be  charged  tor  any  one 
iDterllDeatlon,  eaaoellatlon,  alteration,  or  erasure);  for  omitting  an  unimportant  word  from 
phiaaea  or  other  groups  of  words;  for  the  omlssian  or  Insertion  of  a  stroke  In  a  letter 

S.  For  paraphrasing  the  language  ot  the  text,  according  to  gravity  of  error Si 

[4th  Dlst.] 


■,Goo.i^lc 


In  rallng  tills  subject  each  anawer  la  niled  In  the  iDdgment  at  the  eiaiolnera  wnordlng  to  Its  vaiOB  on  • 
«ale  of  100. 

Whan  the  queetlon  requires  In  the  onsver  B  apeclfled  nnmbei  of  States,  olllu,  riTSn.or  bodkaol  vslw, 
■to.,  and  the  answer  oontalos  a  greater  aumbet  than  Is  required  by  the  question,  eaoh  incarreot  part  or 
point  shall  be  charged  the  vaJoe  ot  a  required  part. 


ig  on  this  subject  I3  for  aocuiscy  ^nlf.    A  charge  ofS  Is  mi 

>n  the  printed  sheet  when  compared  with  the  ovreot  written  ai 

e  sum  of  the  etroTs  thus  lOund  and  100  Is  the  rating  on  this  subject. 


In  rating,  each  answer  wlU  be  rated  In  the  Judgment  of  the  examinos  aeoording  to  its  value  on  a  scale 
olloo. 

When  the  queetlMi  requires  in  the  answer  a  speoifled  numb«  ol  parts  or  polnta,  and  tbe  aniwer  given 
tncladea  a  greater  number,  each  IncoTTect  part  or  point  Bhail  be  charged  the  value  of  a  required  part. 
By  order  at  the  Commiasion: 


TT8E   THIS   BZiANK   WHEN   WBITING   FOR   APPLICATION 
FORM. 

PetBona  desiring  to  be  examined  for  any  of  the  poeitione  referred  to  in  this  pam- 
phlet ahould  fint  read  carefully  the  instructions  contained  in  the  pamphlet.  If  an 
examination  is  to  be  held,  the  blank  form  below  should  be  torn  off,  filled  out,  and 
mailed  to  the  district  aecratary. 

FOBM  1372— Request. 

Date ,1»1  . 

Sbobbtabt,  Pohbth  Civil  Sbrticb  Dwtkict, 

Washij^tan,  D.  C. 
Fleaae  mail  to  the  addrem  given  below  application  form ,  in  order  that 

I  may  take  the examination 


Signature,  

Address, . . 
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Additional  poratioos  taay  be  incladed  in  the  E^ret  Diatrict  organizatioii  when  the 
conditions  of  the  service  make  such  additions  dedrable  and  practicable. 

4.  All  civil-serrice  work  pertaining  to  the  poeilionB  named  in  section  3  is  under 
the  direction  of  a  district  secretary,  subject  to  the  supervision  of  the  United  States 
Civil  Service  Commismou.  The  address  of  the  district  secretary  is,  "Secretary, 
Fltet  Civil  Service  District,  Poet  Office,  Boston,  Mass." 

6.  For  infonnation  concerning  vacancies  in  any  Federal  office,  and  salaries  and 
dutiee  of  positjons,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEF,D  TO  SECURE  AN  EXAMINATION. 

6.  Vacandea  in  all  portions  covered  by  thie  publication  are  filled  by  open  com- 
petitive examination,  anlees  filled  by  reinstatement,  transfer,  or  promotion.  Per- 
sons who  wish  to  take  any  of  the  examinations  described  should  follow  the  direc- 
tions contained  in  this  pamphlet.  In  writing  for  application  forms  or  for  informa- 
tion the  name  of  the  examination  desired  should  always  be  stated.  The  application 
form  when  received  should  be  carefully  filled  out  in  accordance  with  the  instruc- 
tions printed  thereon  and  mailed  without  delay  to  the  Secr^ary,  First  Civil  Service 
District,  Boston,  Mass.  If  the  application  is  received  by  the  district  secretary 
within  the  time  prescribed  for  the  receipt  of  applications,  and  the  applicant  is 
found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him  in 
sufficient  time  to  admit  him  to  the  examination  if  a  mental  test  is  required.  If  an 
average  percentage  of  70  or  more  is  attained  in  the  examination  (65  or  more  in  the 
cases  of  persons  honorably  discharged  from  the  United  States  military  or  naval  serv- 
ice Jor  dieabUUy  iruMtred  in  tht  line  of  duty,  see  sec  9)  the  applicant  becomes  an 
"eligible"  (that  is,  eligible  for  appointment  when  reached  in  the  order  of  hie  stand- 
ing) and  hia  name  is  placed  on  a  "register  of  eligiblee."    (See  p.  27.) 

7.  A  large  number  of  communications  are  received  in  which  the  writers  foil  to  give 
their  full  poet-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post^ 
office  addresses  (city,  street,  and  number)  g^ven  in  full.  A  nomber  of  applications 
fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  oeceaeary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  dis- 
trict secretary. 

PEE80N8  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  thefollowingshall  be  sufficient  canse  for  excluding  a  person  from  exam- 
ination: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See  sec.  23.) 

(b)  Tbat  he  is,  on  the  date  of  the  examination,  under  the  minimnm  or  over  the 
maximum  a^  limitation.     (See  sec  20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralyeiB, 
epilepsy,  blindness,  loss  of  both  arms  or  bothies,  loss  of  arm  and  1^,  badly  crippled 
or  deformed  hands,  anna,  feet,  or  legs,  uncompensated  valvular  disease,  of  the  heart, 
locomotor  ataxia,  cancer,  Bright's  diaease,  diabetea,  or  is  otherwise  physically  dis- 
qualified for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  exceee. 
{«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 

permission  for  hia  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 

Navy,  respectively.    (Written  permisaion  must  be  filed  with  the  formal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 

which  he  agtun  desires  to  apply.    This  reettictioa  does  not  apply  to  persons  who, 
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having  token  one  annual  examination,  desire  to  take  the  next  annual  examination, 
althoi^hafullyearmay  not  have  elapsed. 

(g)  That  he  has  been  dismissed  from  the  Federal  service  for  delinqnency  or  miacon- 
dnct  within  one  jeai  preceding  the  date  of  his  application.  Whether  or  not  an  appli- 
cation will  be  accepted  after  the  expiration  of  a  year,  from  a  person  dismissed  from 
the  service,  rests  with  the  Commiseion,  and  each  case  of  this  character  will  be  con- 
sidered on  its  individoal  merits. 

{h)  That  be  has  failed  after  probation  to  rec^ve  absolute  appoinbnent  to  the 
position  for  which  he  again  applies  within  one  year  from  Uie  date  of  the  expiration 
of  his  probationary  service.    (See  sec.  190.) 

(i)  That  he  has  made  a  false  statement  in  his  applicatiou,  or  has  been  gnilty  of 
band  or  deceit  in  any  manner  c<mnected  with  his  application  or  examination,  or  lias 
been  guilty  of  crime  or  infamous  or  notoriously  dii^^racefnl  conduct. 

(j)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  service 
of  the  United  States. 

PREFERENCE  IN  APPOINTMENT.    . 

9.  Section  1754  of  the  Revised  Statutes  provides  that  persons  honorably  dischatged 
from  the  military  or  naval  service  by  reaeon  of  duabilily  reaoMng  from  teowida  received 
or  nchnx»S  incurred  in  the  tine  of  duly  ahsM  be  preferred  for  appointment  to  the  (^vil 
offices,  provided  they  are  found  to  possess  the  businees  capacity  necessary  for  tl»e 
proper  discbarge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed  pref- 
erence by  the  Commission  has  the  followii^  advantages:  (a)  He  is  released  from  all  . 
age  limitBtions;  (b)  he  bos  to  attain  an  aven^  percentage  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  attained  an 
average  percentage  of  G5,  his  name  is  placed  on  the  register  above,  and  is  certified 
before  those  of  peisonS  who  have  not  been  allowed  preference;  and  (d)  be  is  released 
from  tiie  taw  and  mles  relating  to  apportionment  of  appoinbnents.  Appointments 
outside  of  Washii^^n,  D.  C.,  are  not  apportioned.  If  on  the  same  rc^^ter  the 
names  of  more  than  one  preference  claimant  appear,  the  name  of  the  claimant  hav- 
ing the  highest  average  percentage  will,  of  course,  head  the  list  Preference  under 
this  section  does  not  apply  to  promotion  examinations  or  to  examinations  for  the 
Philippine  Service. 

DEAF-MUTES. 

10.  On  April  7,  1909,  the  President  issued  the  following  order  in  t^ard  to  the 
admission  of  deaf-mutes  to  dvil-aervice  examinations : 

Deof-mutee  nu;  be  (dmltted  to  elamliiatltMU  for  all  places  In  tba  clanlfled  civil  serrica  of  tlie 
DDlted  Stat«e  wliose  duties,  in  tlie  opinioa  ol  the  heads  of  tbe  several  executive  departments,  the; 
may  be  considered  capable  of  performlDg,  and  eacb  department  vlll  famlab  (o  the  CItH  Service 
CommiadoD  a  list  of  such  positloDS,  which  llirt  shall  not  be  changed  wltboat  pievlooi  notice  to  tbe 
CommltBloii  and  In  accordance  with  wUch  tbe  Commisglon  shall  certlt;  or  withhold  from  certtSc*- 
tkm  deaf-mutes  aa  ttier  aie  reached  In  their  older. 

Form  1786,  containing  a  list  of  examinations  to  which  deaf-mntes  will  be  admitted, 
will  be  sent  upon  request. 

OTHER  GENERAL  INFORMATION. 

11.  A  perscai  holding  a  classified  position  will  not  be  permitted  to  compete  in  an 
examination  of  the  same  kind  as  that  given  for  the  position  occupied  or  of  the  kind 
wtiicb  resulted  in  appointment  to  tlie  service  until  after  tiiree  years  from  the  date  of 
appointment.  This  reffulation  does  not  apply  to  a  person  who  has  been  examined  for 
and  appointed  to  the  Field  Service  and  desires  to  be  examined  for  the  Departmental 
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Sorvice  at  Washintitoii,  D.  C.,  the  Iithmiam  Canal  Service,  or  the  Philippine  Service, 
or  vice  versa.  Neither  does  it  apply  to  a  peraon  who  is  to  be  dismiseed  from  the 
eervioe  witJiin  the  three-year  limit  on  account  of  necesaary  redaction  of  force  and  who 
haa  not  been  eKaminedwi(hiniq>proziinately  one  year  from  the  date  of  theesamina- 
lion  to  which  such  person  seeks  eotraDce.  It  b  not  neoewary  for  a  peraon  to  redga 
aGovenunent  poeilion  in  order  to  take  an  examination  for  a  poaitiiHi  of  a  kind  different 
from  that  occupied  and  of  a  kind  different  from  that  which  resulted  in  appointment 
to  the  service. 

12.  Hany  applicanta  fail  to  szecnte  their  applications  properly  or  fail  in  the  exani' 
inations  not  tbrough  a  lack  of  knowledge,  bat  largely  throufih  haste  atid  careleseneea 
In  reading  and  interpreting  qoeetiona  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  exercised  to  comply  with  every  requirement.  In 
the  examinations,  while  competitors  must  complete  their  work  within  a  prescribed 
period,  the  time  allowed  is  ample  for  the  cajrefol  consideration  of  every  qoestioa  given. 

13.  Under  section  S8  ol  the  Criminal  Code  ol  the  United  States  any  lalae  statement 
In  an  appllcatlan,  alteration  ol  a  voachei  or  certlflcate,  oi  the  presentation  to  the  Com- 
misslOD  of  B  paper  containlns  sacb  false  statem^it  or  alteraUon,  Is  a  violation  ol  the 
taw.  A  number  of  persons  guilty  under  the  statate  mentioned  have  been  convicted. 
The  United  States  Supieme  Court  has  held  that  It  is  not  essential  to  charge  or  prove 
an  actual  financial  or  property  loss  to  make  a  case  of  defrandlns  the  United  States 
Bader  the  statate. 

14.  The  time  of  filii^  application  sometimes  determines  the  relative  position  of  an 
eli^ble  on  the  raster,  as  when  two  eligiblee  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  r^;iat«r  ahead  of  the  other. 
It  is  therefore  advisable  for  applicants  to  file  their  applicatjons  as  soon  as  possible 
aft«r  tlie  receipt  of  the  blank  application  forme. 

16.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  exam- 
ined must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
the  date  set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change  will  be 

16.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Hailing 
an  application  ia  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, should  keep  the  district  secretary  informed  of  any  change  of  poat-offlce 
address.  Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible. 
A  request  to  have  an  address  changed  should  be  made  in  writing,  should  relate  only 
to  the  change  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if 
educational,  the  place  and  date  of  exajnination. 

18.  The  resnlts  of  examinations  are  determined  aa  promptly  as  poeaible,  and  com- 
petitors are  notified  of  their  avert^ies  as  soon  as  the  rating  of  their  papers  is  com- 
pleted. Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the 
Commission  to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The 
Attorney  General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
members  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  dvil- 
service  act  the  Commission  is  authori,zad  and  required  to  withhold  from  certification 
the  name  of  any  other  member  of  such  family.    If,  on  impeetion  of  an  ^>pUc«lion 
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for  examin&tion,  it  is  foand  that  two  or  more  memberB  of  the  upplicant'e  tamily  are 
in  the  service,  the  applicant  will  t>o  admitted  to  examination  if  foond  otherwise 
eligible,  but  hia  name  will  not  be  certified  for  appointment  eo  long  as  two  or  more 
memben  of  hie  familf  are  in  the  eervlce. 

A  peraon  sltown  by  his  application  not  to  have  more  than  one  member  of  his  family 
employed  in  the  service,  and  who  is  therefore  apparently  eligible  for  certification  And 
appointmeat,  may  become  ineligible  through  the  appointment  of  other  members  of 
hie  family  sabaequent  to  the  filing  of  his  application.  Every  eligible  must  therefore 
promptly  inform  the  Ck>mmis8ion  when  any  additional  members  of  his  family  are 
appointed  to  the  ctaseifled  service,  and  he  is  warned  that  if  he  fails  to  Urns  notify 
the  Commission  and  there  reaalts  a  tender  of  appointment  which  he  accepts,  bis 
appointment  will  be  illegal  if  two  meml>era  of  his  family  are  then  employed  in  the 
claBsifled  service,  and  any  expense  incurred  in  reporting  for  duty  or  otherwise  will 
be  at  hie  own  risk 

20.  When  age  limitationB  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  esamination  if  on  the  date  thereof  he  has  reached  or 
passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age.  For  example, 
when  the  period  at  eligibility  to  examination  is  from  the  age  of  20  to  the  age  of  40 

.  years,  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached  bis 
twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on  the  date 
thereof  he  has  reached  his  fortieth  birthday.  (See  sec.  86.)  The  age  limits  tor  all 
examinatioiia  are  waived  in  the  caseB  of  persona  honorably  discharged  from  the 
United  States  military  or  naval  service  by  reaton  of  ditalnliiy  TeevHUng  from  vxmtub  re- 
eeived  or  tickTiem  irtcuTred  in  the  line  of  duiy. 

21.  TheCommisdon  will  dose  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  dietributed  or 
received. 

22.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled 
pemons  who  have  applications  □□  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

23.  All  applicants  most  make  oath  in  their  applications  to  their  United  States 
citizenship  or  allegiance.  In  the  case  of  a  foreign-bom  citizen,  citizenship  must  be 
folly  proved  in  one  of  the  following  waysr 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issoed  in  a  name  which  diflers  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  by  snbmittii^  the  affidavits  of  two  disinterested  citi- 
zens to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate 
was  issned. 

(6)  If  naturalized  by  the  naturalization  of  a  parent  daring  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affi- 
davits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  per- 
son BO  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marrit^  certificateor  other  satisfactoryevidence  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted, 

(,d)  If  nataraltzed  by  marriage  to  a  native  American  citizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  tbe  affidavits  of  two  diainterested  citizens  that 
the  bnsband  (the  name  to  coirespond  to  that  shown  in  marriage  certificate)  is  a 
list  Diet.] 
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29.  A  request  for  a  chai^^e  in  the  deeignatiou  of  the  eervicee  in  which  employ- 
ment is  or  is  not  desired  must  be  made  in  writinK;  otherwise  no  change  will  be  made. 

30.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the 
same  date  or  during  the  some  series  of  examinatione.  A  request  for  a  change  in  the 
grade  of  esaminatiim  desired  \>y  an  applicant  must  be  made  in  writing  and  be 
received  by  the  district  secretary  on  or  b^ore  the  date  set  for  the  doee  of  tlie  receipt 
of  applications;  otherwise  no  change  will  be  made. 


I^-ORADE,  OR  CLERICAL,  BXAMZKATION'. 


For  description  of  examination,  sample  questions,  etc.,  see  p.  30. 

31.  The  minimnm  age  limit  for  admission  to  this  examination  is  IS  years,  there 
being  no  maximum  age  limit;  but  no  person  under  21  years  of  age  on  the  day  of 
examination  will  be  eligible  for  appointmentae  deputy  collector,  storekeeper,  gauger, 
or  Btorekeeper-gauger  in  tlie  Internal- Revenue  Service;  and  no  person  under  21  or 
more  than  46  yeaiB  of  age  on  the  day  of  examination  will  be  eligible  for  appoint- 
ment as  day  inspecto--  or  assistant  weigher  in  the  Customs  Service,  or  to  any  position 
in  that  service  whose  duties  are  partly  those  of  inspector.     (See  sec.  61.) 

32.  Application  Form  1371  is  required. 

33.  This  examination  is  ^ven  for  the  positions  of  gai^r,  day  inspector,  assistant 
weigbei,  clerk,  inspectress,  storekeeper  (classed  as  clerk),  cashier,  deputy  officer, 
and  sampler  (general  merchandise),  in  the  Customs  Service  (see  sec.  61) ;  clerk,  office 
deputy  coUector,di vision  deputy collector,gaager,st«rekeeper,BndBtorekeeper-gauger, 
in  the  Internal-Revenue  Service;  the  position  of  offi<  e  deputy  United  States  marshal; 
clerical  positions  in  the  Boston  and  Portsmouth  navy-yards  and  other  naval 
establishments,  pension  agencies,  En^neer  Department  at  Large,  Ordnance  Depart- 
ment at  Large,  Quartermaster's  Department  at  Large,  and  Immigration,  Lighthonse, 
and  Steamboat-Inspection  Services;  and  clerical  poBitions  requiring  similar  qnali- 
fications  in  other  £eld  branchM  of  the  service.  Persons  deriring  examination  for  any 
o(  these  positions  should  apply  for  the  "  first-grade,  or  clerical,"  examination. 

34.  This  examination  will  be  held  annually  on  the  first  Satnixlay  in  February,  at 
the  following-named  places,  except,  where  the  number  of  eligibles  on  the  roister  in 
any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  tor  that  place 
will  be  postponed  until  the  next  year: 


line: 

Vermont— Continued. 

Augusta. 

Burlington. 

Pittafield. 

Bangor. 

Montpelier. 

Springfield. 

Calais. 

Newport 

Worcester. 

Eastport. 

Rutland.     - 

Rhode  Island: 

Honlton. 

St.  Albans. 

Newport 

Portland. 

St  Johnebury. 

Providence. 

Rockland. 

Connecticut: 

iw  Hampshire: 

Boston. 

Bridgeport. 

Berlin. 

Fall  River. 

Hartford. 

Concord. 

Fitohbuig. 

New  Haven. 

Keene. 

Haverhill. 

New  London. 

Littleton. 

Lawrence. 

Manchester. 

Lowell. 

Waterbury. 

Portsmouth. 

innont: 

New  Bedford. 
Newburyport 

Willimantic. 

North  Adams. 

list  DistJ 
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36.  Application  blanks  majr  be  secured  between  the  let  of  October  and  the  2d  oi 
Janoary,  either  from  the  local  secretaries  at  the  post  offices  or  costomhonses  in  the 
cities  named,  except  Boston  j  or  from  the  Secretary,  First  Civil  Service  District,  Boom 
141,  Poet-Offlce  Bnildinf!,  Boston,  Mass.  To  receive  consideration  for  the  Febmary 
examination  applications  must  be  filed  with  the  district  secretary  at  Boston  not  later 
than  the  hour  of  clooiDK  bnMnees  on  Jannary  2.  AppUcations  received  after  the  time 
spedfied  will  not  be  accepted.  Admission  cards  will  be  mailed  as  soon  after  Janu- 
ary 2  ae  practicable. 

36.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  bold  examina- 
tions at  any  of  the  above-named  or  other  placeeon  dat«8  other  than  that  of  the  annoal 
examination  in  February,  due  annonncement  of  Buch  extra  examinations  will  be 
made  in  the  public  press. 

37.  A  person  who  has  posBed  the  flret^rade  examination  tor  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the 
examination  in  another  city.  (See  sec.  8/.)  A  person  who  fails  in  the  examina- 
tion may  take  the  next  examination,  regardless  of  the  time  intervening. 

THB  SBCOMl>-C}RADB,  OR  MIKOR  CI.ERICAI.,  BXAMnTAXIOir. 

For  description  of  examination,  sample  qneetione,  etc,,  see  pages  30  and  32. 

38.  This  examination  is  given  for  the  positions  of  clerk,  and  carrier  for  city  delivery, 
in  the  Pos^Offlce  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Office  Service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  13  to  17,  inclusive. 

39.  Should  vacancies  occur  in  minor  clerical  positioos  in  field  branches  of  services 
otherthan  the  Post-Office,  they  will  lie  filled  bfexaminationaconsiBtingof  the  second- 
grade  subjects,  as  shown  on  page  — ,  omitting  the  test  in  reading  addresses,  and  with 
tiie  addition  of  such  other  testa  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed,  and  will  be  duly  announced. 

THB  THIRD-ORADB,  OR  SUBCLBRICAI.,  EXAMINATION. 

For  description  of  examination,  sample  questions,  etc.,  see  pages  30  and  34. 

40.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 
age  limit 

41.  Application  and  examination  Form  1371  (issue  of  December,  Iflll,  or  later), 
including  the  medical  certificate,  is  required. 

42.  This  examination  is  given  tor  the  poeitiona  of  attendant,  foreman,  stamper, 
and  night  inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  clas- 
sified laborer,  skilled  laborer,  and  positions  requiring  similar  qualifications,  in 
the  service  named  and  other  field  branches.  Specific  information  concerning 
examinations  for  the  positions  of  elevator  conductor  and  mesaeiMjer  boy  will  be 
found  on  page  24.  PeiBons  desiring  to  become  eli^^ble  for  appointment  to  any  of 
these  positions,  except  elevator  conductor  and  messenger  boy,  should  apply  for 
the  "  third-grade,  or  subclorical,"  examination.  The  term  "skilled  laborer,"  or 
"classified  laborer,"  as  here  used  is  not  intended  to  embrace  the  mechanical  trades, 
which  are  commonly  referred  to  as  being  skUlcd  labor.  In  the  present  meaning,  a 
skilled  laborer  is  one  whose  duties  are  genemi  or  miscellaneons,  below  the  clerical 
and  minor  clerical  grades,  and  above  the  grade  of  mere  manual  laborer.  In 
establishments  of  the  Ordnance  Department  at  Large  many  minor  clerical  potations 
are  designated  as  "skilled  office  laborer,"  which  positions  are  filled  by  the  minor 
typewriter  or  the  minor  clerical  examination.     [See  sec.  126.) 

[1st  Dirt.] 
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43.  The  thiid-grade  examhuitioii  will  be  held  ammatly  on  the  first  Batnrdfty  in 
February  at  the  foUowing-nanied  places,  except,  where  the  nnmber  of  eligiblea  on 
the  rtffSber  in  any  case  ie  eufQcient  to  meet  the  oeeds  of  the  service,  the  examinalioD 
(or  that  place  will  be  poBtponed  nntil  the  next  year: 

Maine:  Massachueetta — Continoed. 

Portland.     ^  Sprii^eld. 

New  Hampshire:  Worceeler. 

Fortsmooth.  Rhode  Island: 

Vermont:  Newport 

Burlii^ton.  ,  Providence. 

St.  Albane.  Connecticnt: 

Maasachueette:  New  Haven. 

Boston.  New  London. 

44.  Application  blanks  may  be  secured  between  the  let  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  in  the  citiee  named,  except  Boston,  or  tnmt 
the  Secretary,  First  Civil  Service  District,  Post  Office,  Boeton,  Mass.  To  receive 
consideration  for  the  February  examination  applications  must  be  filed  with  the  dis- 
trict secretary  at  Boston  cot  later  than  the  hour  of  closing  business  on  January  2. 
AppUcations  received  after  the  time  specified  will  not  be  accepted.  Admission 
cards  will  be  mailed  as  soon  after  January  2  as  practicable. 

46.  Women  will  not  be  admitted  to  the  anniul  third^grade  examination.  Should 
vacancies  occur  in  third^rade  positione  for  which  female  eligiblee  are  desired,  exami- 
nations will  be  duly  announced  in  the  public  press. 

46.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nations at  any  of  the  places  named  in  sectioa  43,  or  other  places,  on  dates  other  than 
that  of  the  annual  examination,  due  annotmcement  of  sutih  extra  examinalionB  will 
he  made. 

47.  A  person  who  has  passed  the  third-grade  examination  for  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of 
the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the 
examination  in  another  city.  (See  sec.  8/.)  A  person  who  fuls  in  the  examina- 
tion may  take  the  next  etaminatioa,  r^ardlees  of  the  time  intervening. 

48.  Applicants  for  the  third^grade,  or  subclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

49.  Male  applicants  tor  the  third-grade,  or  subclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  teet 
which  la  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  coosials 
in  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  test  in  addi- 
tion to  the  subclerical  examination,  it  will  be  noted  on  the  skilled  laborer  legister  as 
in  the  nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from 
the  third-grade  register  of  those  persons  capable  of  performing  heavy  manual  labor 
connected  with  a  subclerical  position,  cerlificatioa  will  be  made  from  the  skilled 
Uborer  register  of  eligibles  who  have  also  passed  the  strength  teat. 

INTERNAL-REVENUE  SERVICE. 

60.  The  first-grade,  or  clerical,  examination  is  given  for  portions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper-ganger.  Applieanti  i^wuld  not  apply  for  tpec^  potitiont.  Seetectiont 
m,  S8,  and  SS. 

61.  The  podtion  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  registers  established  aa  a  result  of  the  third'^irade,  or 
subclerical,  examination  referred  to  on  page  8. 
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'    52.  PenonB  who  pass  the  extunination  held  at  the  fol1owin|i|^named  plaoee  will  be 
eligible  for  appointment  in  the  Intemal-Re venae  Service  in  the  internal-revenue 
district  in  which  aach  places  itre  located,  as  indicated  in  the  followii^: 
The  internal-revenue  district  of  New  Hampshire  (comprising  the  Btat«a  of  Maine, 
New  Hampshire,  and  Vermont,  headquarters  Portsmouth,  N.  H.): 

Ai^DBta,  Me.  Littleton,  N.  H.  ' 

Bangor,  Ma  Manchester,  N.  H. 

Berlm,  N.  H.  Montpelier,  Vt 

Brattleboro,  Vt  Newport,  Vt 

BurUngton,  Vt  Portland,  Me. 

CaltuB,  Me.  Portsmouth,  N.  H. 

Concord,  N.  H.  Bockland,  Me. 

Eaatport,  Me.  Rutland,  Vt. 

Houlton,  Me.  St  Albans,  Vt 

Keene,  N.  H.  St  Johnebnry,  Vt. 

The  internal-revenue  district  of  Massachusetts  (compriaing  the  State  of  Massachn- 
setts,  headquarters  Boston,  Mass.) : 

Boston.  New  Bedford. 

Fall  Siver.  Newburyport 

FitchbuTg.  North  Adams. 

Haverhill.  Pittsfleld. 

Lawrence.  Springfield. 

Lowell.  Worcester. 

The  internal-revenue  district  of  Connecticut  (comprirai^  the  States  of  Connecticat 
and  Rhode  Island,  headquart«r8  Hartford,  Conn.): 

BridKeport,  Conn.  Providence,  B.  I. 

Hartford,  Conn.  Stamford,  Conn. 

New  Haven,  Coon.  Waterbnry,  Conn. 

New  London,  Conn.  Willimantic,  Conn. 

Newport,  E.  I. 

63.  Storekeepers  and  gaugers  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggr^ate  compensation  does  not  exceed  $500 
per  annum,  are  not  subject  to  competitive  examination. 

64.  TheagelimitsforexaminationsfortbiaserviceareasfoUows:  Deputy  collector, 
storekeeper,  ganger,  and  storekeeper-gai^r,  21  years  or  over;  other  porations  18 
years  or  over. 

65.  For  description  of  first  and  third  grade  examinations,  see  pages  30  and  34;  for 
dateof  annual  examinations,  see  sections  34  and  43.  Information  concerning  stenog- 
rapher and  typewriter  examinations  is  given  on  page  22.  For  additional  information 
concerning  certification  and  eligibility,  see  page  27. 

CUSTOMS  SERVICE. 

66.  The  fliBt-grade,  or  clerical,  examination  is  given  for  positions  in  this  serviceas 
follows;  Assistant  wether,  day  inspector,  clerk,  inspectrees,  storekeeper  (classed  as 
clerk),  deputy  officer,  cashier,  ganger,  and  sampler  (general  merchandise).  (See 
sec.  61.) 

57.  There  are  no  positions  in  the  Customs  Service  in  the  First  Civil  Service  District 
which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

63.  The  third- grade,  or  subclerical,  examination  isgiven  for  the positionsof  attend- 
ant, loreman.  night  inspector,  messenger,  watchman,  and  classified  laborer. 

Applicanlsforfiritor  third  gradi  enaminationg  ihouldnot  apply  for  tpeeijic  politwmg. 
(See  teen.  S7,  SS,  S3,  aad  4S.) 
list  Diet] 


58.  Ab  provided  In  sedioD  34,  fiiat^rade  examinations  are  held  ammallj.  From 
thu  resalting  re^iateni  certification  is  made  for  filling  vcu'Ancies  occurring  in  custom- 
honees  at  the  following-nuned  places: 

Bangor,  Me.  Honlton,  Me.  Rockland,  Me.* 

Boston,  Mags.  New  Haven,  Conn.  £1.  Albatu,  VI.' 

Bridgeport,  Conn.  New  London,  Conn.  Springfield,  Matt. 

BwlingUm,  Vt.  Newport,  S.  I.  Stamford,  Conn.* 

Calais,  Me.  *  Newport,  Vt.  Waldoboro,  Me. 

Elastport,  Me.  Portland,  Me.  Worceittr,  Matt.' 

Fall  River,  Mass.  PmigmouOi,  N.  H. 

Hartford,  Conn,  Promdtncf,  R.  I. 

Third-grade  examinationB  will  beheld  annually  only  at  the  places  printed  iailojiee. 
At  other  places  third-grade  examinations  will  be  held  only  when  eligiblea  are  need^ 
due  announcement  of  which  will  be  made,  and  application  blanks  will  not  be  given 
out  until  esaminatione  are  announced. 

60.  Examinations  for  the  following-named  cuetomhouses  will  be  held  only  when 
el^blee  are  needed,  when  due  announcement  will  be  made  in  the  public  press: 

Bamstatile,  Mass.  Ellsworth,  Me.  Plymouth,  Mass. 

Bath,  Me.  Gloucester,  Mass.  Saco,  Me. 

Belfast,  Me.  Eennebnnk,  Me.  Salem,  Mass. 

Bristol,  R.  I.  Machias,  Me.  Btonington,  Conn. 

Castine,  Me,  Marblehoad,  Maas.  Wiecasset,  Me. 

EdKartown,  Mass.  Nantncket,  Mass.  York,  Me. 

61.  The  positions  of  ganger,  assistant  ganger,  day  inspector,  weigher,  and  assistant 
w^gherat  the  port  of  Boston  usually  are  filled  by  promotion  or  transfer.  Ifo  person 
will  be  eligible  for  appointment  or  promotion  to  the  position  of  asustant  wether  or 
that  of  day  inspector  at  Boeton  who  is  less  than  21  or  more  than  46  years  of  age,  who 
is  less  than  5  feet,  6  inches,  in  height,  without  shoes,  or  who  is  not  in  sound  physical 
condition,  as  shown  by  the  examination  of  a  physician  designated  by  the  Com- 
misaion.  Special  regulations  are  in  effect  govemii^  certification  and  appointment 
to  the  positions  of  assistant  weigher  and  da;  inspector,  and  promotions  and  transfers 
in  the  Customs  Service,  at  the  port  of  Boston.  A  copy  of  these  regulations  (Form 
1556)  will  be  furnished  to  those  interested  upon  application  to  the  district  secretary 
atBoeton. 

62.  Examinations  for  the  positions  of  assayer,  chief  or  special  deputy  collector, 
deputy  naval  officer,  deputy  surveyor,  and  examiner  are  held  only  when  elipbles  are 
needed  and  are  duly  announced. 

63.  The  examination  for  the  poeition  of  opener  and  packer  consists  of  the  third- 
grade,  or  eubclerical,  subjects,  with  a  weight  of  40  per  cent  (see  p.  30);  training,  ex- 
perience, and  fitness,  60  per  cent.  Credit  will  be  given  for  experience  in  opening 
and  packii^  general  merchandise,  and  special  credit  will  be  given  for  experience  in 
packing fr^le  articles.  Application  and  examination  Form  1371  (issue  of  December, 
1911,  or  later),  including  the  medical  certificate,  is  required.  The  opener  and  packer 
examination  will  be  held  annually  only  for  the  port  of  Boston,  and  there  in  conjimc- 
tion  with  the  third-grade  examination.  (See  sees.  42,  43,  69,  and  60).  For  other 
customhonses  where  openers  and  packers  are  employed  examinations  will  be  held' 
only  when  eligibles  are  needed  and  will  be  duly  announced, 

64.  When  examinations  for  opener  and  packer  and  for  Other  subclerical  positions 
are  announced  to  be  held  at  any  place  at  the  same  time,  applicants  for  the  opener 
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and  packer  examination  who  may  also  desire  to  become  eli^ble  for  the  enbclericsl 
podtiona  named  in  eectioii  42  will  be  required  to  take  but  oneeiamination  but  muet 
file  Beparate  applications  on  Form  1371,  one  for  opener  and  packer  and  another  for 
the  other  subclerical  positions.  One  of  these  applications  mud  be  duly  executed;  the 
other  may  be  a  copy  of  the  first  in  the  handwriting  of  the  applicant.  The  copy  most 
be  complete  in  every  particular,  including  the  jurat,  vouchers,  medical  certificate, 
and  all  other  parts  esecnted  in  theori^nal,  and  must  be  accompanied  by  a  statement 
showing  the  kind,  date,  and  place  of  the  examination  for  which  the  original  was 
filed.  The  copy  must  be  filed  with  the  original;  it  can  not  be  made  after  the  original 
has  been  filed. 

65.  For  most  positions  of  boatman  a  noneducatjonal  examinatJon  is  given.  A  few 
such  positions  require  also  a  mental  t^st,  and  in  such  cases  the  examination  will  «on- 
sist  of  the  educational  subjects  of  the  third-grade,  or  subclerical,  examination  with  a 
weight  of  20  per  cent  (see  p.  30) ;  training,  experience,  and  fitness,  60  per  cent;  and 
physical  ability,  30  per  cent.  When  no  mental  test  is  required,  the  examination 
will  consist  of  the  subjects  of  training,  experience,  and  fltneee,  and  physical  ability. 
When  a,  noneducational  examination  is  given,  applicants  are  not  requited  to  appear 
at  any  pjfuie  for  examination.  For  the  noneducational  examination,  application  and 
examination  Form  1800  is  required;  for  the  educational  examination,  Fonn  1371 
(issue  of  December,  1911,  or  later),  including  the  medical  certificate,  is  required. 
This  examination  will  be  held  only  when  eligibles  ate  needed,  and  due  announce- 
ment of  examinations  will  be  made. 

€6.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible  for 
appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy  snr- 
Teyor,  clerk,  stonographer  and  typewriter,  inspectress,  and  cashier. 

67.  At  the  port  of  Boston  the  entrance  salary  for  clocks  is  tS40  per  annum,  with 
a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satisfactory 
service. 

6S.  The  age  limits  for  open  competitive  examinations  for  the  Customs  Service  are 
as  follows:  Weigher,  assistant  wether,  day  inspector,  and  positjons  the  duties  of 
which  are  partly  those  of  inspector,  21  to  45  years;  other  educational  examinations, 
18  years  or  over;  noneducational  examinations,  20  years  or  over — all  on  the  day  of 
examination.  {See  sec.  20. )  This  section  does  not  cover  the  positions  of  assistant 
weigher  and  day  inspector  at  the  port  of  Boston,  for  which  see  section  61. 

69.  In  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  with  the  follow- 
ing exceptions: 

Examinations  are  not  held  at  the  port  of  Waldoboro,  Me.,  but  are  held  at  the  sub- 
port  of  Eockland,  Me.,  for  the  customs  district  of  Waldoboro.  Examinations  for 
Marblehead,  Mass.,  are  held  at  Salem.  Where  examinations  are  held  at  subports 
for  the  convenience  of  applicants,  the  highest  eligibles  will  be  certified  of  those 
examined  at  the  port  and  at  subports.  Vacancies  occurring  in  customhouses  at  sub- 
ports  at  which  examinations  are  not  held  will  be  filled  by  certification  of  the  highest 
eligibles  examined  at  the  port  and  at  other  subports'in  the  same  customs  district. 

For  additional  information  concerning  certification  and  eligibility,  see  page  27. 

TO.  For  description  of  first  and  third  grade  examinations,  see  pages  30  and  34;  for 
date  of  annual  examinations,  see  sections  34  and  43.  Information  concerning  stenog- 
rapher and  typewriter  examinations  is  tciven  on  page  22.  Additional  information 
relative  to  noneducational  examinations  will  be  found  on  page  25.  The  portion  of 
unskilled  laborer  in  cities  where  labor  regulations  are  in  force  is  filled  as  a  result  of 
physical  examination,  as  shown  on  pa^  26. 
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POST-OFFICE  SERVICE. 

71.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  For  description  of  this  examination  see  pa^es 
30  and  32. 

72.  Applicants  for  examination  for  appointment  to  the  Poet-Office  Service  should 
applyfor  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  poaitiona  desired.  (See  sees.  84  and  S6.)  Application  should  not  be 
made  tor  the  "second-grade,"  or  "minor  clerical,"  examisatioii. 

73.  Application  Form  1371  is  required. 

74.  The  1^  limits  for  the  Poet-Office  Service  ore  18  and  45  years.  (See  sees.  86 
and  20.)  The  f^  limits  are  waived,  however,  in  the  cases  of  persons  honorably 
discharged  from  the  military  or  naval  service  by  reason  of  dieahility  resulting  from 
wounds  received  or  sickness  incurred  in  the  line  of  duty,  but  such  persons  must 
meet  the  physical  requirements  prescribed.     {See  sees.  75  and  76.) 

75.  Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare 
feet,  and  neigh  not  lew  than  125  pounds  withont  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight. 

76.  Applicants  for  the  Poat-OfBce  Service  are  required  to  be  physically  sound  and 
la  good  health.  The  Poet-Offlce  Department  has  advised  the  Commission  that  no 
person  who  has  any  of  the  following-named  physical  defects  will  be  appointed  to  the 
poeitioa  of  carrier  in  the  Post-Office  Service;  Hunchback;  defective  hearing,  sight, 
or  speech;  blindnessin  one  or  both  eyes;  asthma;  lossof  arm,  hand,  or  teg;  crippled 
arms  or  legs;  flatfoot;  hernia;  coi^enital  weakness  of  the  abdominal  wall,  or  such 
weakness  caused  by  wound  or  operation.  These  defects  will  also  debar  a  person 
from  appointmentto  the  position  of  clerk  in  the  Fost-Offlce  Service,  except  that  deaf- 
mutes  and  persons  with  defective  speech  or  hearing  may  be  appointed  to  the  posi- 
tions of  mail  clerk,  distribnter,  and  directory  and  forwarding  clerk,  and  persons 
suffering  from  flatfoot  or  weakness  of  the  abdominal  wall  may  be  appointed  to  any 
position  of  clerk  the  duties  of  which  they  are  physically  capable  of  performing. 
AppIicationB  of  persons  who  are  not  entitled  to  examination  on  account  of  physical 
defects  will  be  canceled.  (See  sec.  8c  for  physical  defects  which  will  debar  persons 
from  any  examination. ) 

77.  Married  wonten  will  not  be  examined  tor  the  Poet-Office  Service.  This  pro- 
hibition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are 
separated  from  their  husbands  and  support  themselvea 

78.  Unless  otherwise  specified,  applicants  for  podtions  in  the  Post-Office  Service 
must  appear  for  examination  in  the  dty  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

79.  Examinations  tor  the  first-class  offices  named  below  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  it  the  needsot  the  service  so 
require.  City  dehvery  service  has  been  established  at  these  offices,  and  their  force 
includes  both  clerks  and  city  carriers. 

Bangor,  Me.  Hartford,  Conn.  New  Haven,  Conn,' 

Boston,  Mass.  Haverhill,  Mass.  Pawtucket,  E,  I.^ 

Bridgeport,  Conn.  I^wrencc,  Mass.  Portland,  Me. 

Brockton,  Moss.  Lowell,  Mass.  Providence,  R.  t. 

Burlington,  Vt  Lynn,  Hasa.'  Salem,  Mass.' 

OoQcord,  N.  H,  Manchester,  N.  H.  Springfield,  Mass. 

Danbury,  Conn.  Meriden,  Conn.  Waltham,  Mass.' 

Fall  River,  Mass.  New  Bedford,  Mass.  Waterbury,  Conn.' 

Gloucester,  Mass.  New  Britain,  Conn.  Worcester,  Mass. 

lExamlDatlona  held  at  Boston. 
■  EiiUTiiii&tlon  wll!  not  be  held  In  November,  1812. 
at  Frovldence,  B.  L 
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80.  Blank  forms  of  application  may  be  obtained  onlif  between  Jalyl  and  October  1, 
either  from  the  Secretary,  First  Civil  Service  Blstrict,  Boom  141,  Poat-Offlce  Build* 
ii^,  Boston,  Mass.,  or  from  the  local  secretary  at  the  office  where  appointment  ia 
desired.  Applications  must  be  properly  executed  and  filed  with  the  district  secre- 
tary at  Boston,  Mass.,  between  July  1  and  the  cloee  of  business  on  October  1. 
Admission  cards,  showing  the  exact  dateof  examination,  will  be  mailed  as  soon  after 
October  1  aa  practicable. 

Applications  for  the  Novembei  cxamUiatlonB  pteGented  at  alher  Umes  will  not  be 
accepted. 

81.  Whenever  extra  examinations  may  become  necessary,  to  meet  the  needs  of 
the  service,  due  announcement  will  be  made  of  the  dates  and  places  of  such  exami- 
nations, and  also  of  the  time  allowed  for  the  filing  of'applications. 

82.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eli^ble  from  exami  - 
nation  for  more  than  one  first-clasa  post  office  for  which  examinations  ordinarily  are 
held  annually  in  November.  This  restriction  will  not  apply,  however,  when  an 
examination  is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the  regular 
annual  examination. 

S3.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  he  has 
passed.  (See  section  8/)  A  person  who  fails  in  an  examination  may  take  the 
next  examination,  regardless  of  the  time  intervening. 

84.  For  the  following-named  offices  the  names  of  male  eligihles  will  be  entered  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  repater — and  male  appli- 
cants for  these  offices  imiet  indicaU  in  their  applicathta  whether  they  desire  the  posi- 
tion of  "cieri  "  or  of  "earner".' 


Bangor,  Me. 
Boston,  Mass. 
Bridgeport,  Conn. 
Brockton,  Mass. 
Concord,  N.  H. 
Fall  Biver,  Masa. 
Fitchburg,  Mass. 
Gloucester,  Moss. 
Hartford,  Conn. 
Haverhill,  Mass. 
Holyoke,  Mass. 


Lawrence,  Mass. 
Lowell,  Mass. 
Lynn,  Mass. 
Manchester,  N.  H. 
Meriden,  Conn. 
New  Bdlford,  Maes. 
New  Britain,  Conn. 
New  Haven,  Conn. 
Pawtucket,  E.  I. 
PitteSeld,  Mass. 
Portland,  Me. 


Providence,  B.  I. 
Quincy,  Mass. 
Salem,  Mass. 
Springfield,  Mass. 
Stamford,  Conn. 
Taunton,  Mass. 
Waltham,  Mass. 
Waterbury,  Conn. 
Worcester,  Maes. 


85.  A  request  tor  a  change  in  the  designation  of  the  position  desired  by  an  appli- 
tant  must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
the  date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

86.  As  stated,  separate  registers  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  84.  For  the  offices  named  in  sections  79  and  97,  but  not  in 
section  84,  the  names  of  male  eligiblee  are  entered  upon  both  the  clerk  and  carrier 
registers  and  are  certified  (considered)  in  their  order  for  vacancies  occurring  in  either 
position,  without  r^;ard  to  any  choice  expressed  by  the  eligible. 

87.  The  postmaster  is  required  to  make  selection  for  a  vacancy  from  not  more  than 
the  highest  three  namea  on  the  appropriate  raster,  and  for  the  next  and  any  addi- 
tional vacancies  from  not  more  than  the  highest  three  remaining  which  have  not 
been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible  mnat 
have  been  within  reach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  poation. 
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88.  When  an  el^ble'e  name  is  bome  on  both  the  clerk  and  carrier  rej^jsteie  and 
has  been  three  timefl  (»rtified  (considered)  for  one  of  the  two  poritioDs,  but  not 
selected,  bU  name  will  not  be  further  certified  for  that  position,  but  hia  standing  on 
the  register  for  the  other  poeition  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  affect  the  eligible's  sanding  on 
the  register  for  the  other  poeition.  Appointment  to  either  position  will  remove  the 
eligible's  name  from  the  register  for  both  positions. 

89.  In  the  Poat-Office  Service  appointments  are  usnally  msde  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  r^ular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the  r^ 
ister  from  which  selection  waa  made,  and  it  will  not  be  reetored  for  consideration  in 
connection  with  appointment  to  a  regular  poeition  only. 

90.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carriere,  and  they  are  eligible  for  appointment  as  auxiliary  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

91.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
They  are  required  to  work  not  less  than  two  hours  daily,  and  may  serve  as  snb- 
sidtutes.    They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

92.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Servicearedividedintosis  grades,  as  follows;  First  grade,  salary  $600;  second  grade, 
salary  $800;  third  grade,  salary  (900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  (1,200.  Clerks  and  carriers  at  firetHjlass  offices  will  be  pro- 
moted successively  to  the  fifth  gnde,  and  clerks  and  carriera  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

93.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of 
the  quarter  following  the  espiration  of  the  year's  service  in  the  nest  lower  grade. 
No  promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post  Office 
Department  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding 
year.  When  «  clerk  or  carrier  fails  of  promotion  becanse  of  unsatisfactory  service, 
he  may  be  promoted  at  the  banning  of  the  second  quarter  thereafter,  or  of  any 
subsequent  quarter,  upon  evidence  that  his  record  has  been  satisfactory  during  the 
intervening  period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  tor  promo- 
tion to  the  higher  positions  in  their  respective  offices. 

94.  Any  male  clerk  in  an  office  in  which  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  poeition  of  city  carrier,  and  any  city  carrier  is  eli^ble 
for  transfer  to  the  position  of  clerk.  Male  clerks  and  city  carriers  are  also  eli^ble 
for  transfer  to  the  position  of  rural  cairier, 

95.  It  is  the  policy  of  the  Post-Office  Department  to  fill  vacancies  in  the  position  of 
assistant  postmaster  in  first  and  second  clase  post  offices  by  the  promotion  or  transfer 
of  competent  persons  already  in  the  service.  When  they  are  not  so  filled,  appointr 
ment  is  made  from  the  same  examination  as  for  clerk  and  carrier;  but  a  person  who 
is  under  21  years  of  age  on  the  day  of  examination  will  not  be  eligible  for  appoint- 
ment as  assistant  postmaster. 

96.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  on  page  22;  unskilled  laborer,  page  26. 

97.  Examinations  for  the  first  and  second  class  offices  namedon  page  16  will  beheld 
only  when  eligiblee  are  needed,  dne  announcement  of  which  will  be  made,  and 
application  blanks  will  not  be  given  out  until  the  examinations  are  announced. 
City  delivery  service  has  been  established  at  these  offices,  and  their  force  includes 
bolit  clerks  and  city  carriera.    Names  of  fiistxilass  offices  are  printed  in  itaiici. 
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AdAmB,  Mase.' 
Amesbury,  Haas.' 
Amherst,  Maaa.' 
Andover,  Mase.* 
AnBOaia,  Conn.' 
Athol,  MasB. 
Attleboro,  Mass. 
Aubam,  Me.° 
Augutla,  Me. 
Bar  Harbor,  Me. 
Barw,  Vt' 
Bath,  Me. 
Belfast,  Me. 
Bellows  Falle,  Vt 
Bennington,  Vt 
Beverly,  Mam.' 
Biddefoid,  Me. 
Braoford,  Conn. ' 
BraUUboro,  Vt. 
Bridge  water,  MasB.* 
Bristol,  Gonn.'° 
Bristol  B.  I. 
Brans  wick,  Me. 
Calais,  Me. 
Qimden,  Me. 
Canton,  Mass.* 
Chicopee,  Mass." 
Chicopee  Falls,  Mass." 
Claremont,  N.  E. 
Clinton,  Mass.'" 
Concord,  Mass." 
Concord  Junction, 

Mass." 
Dan  vers,  Mass.' 
Dedhsm,  Maes."  , 

Derby,  Conn,' 
Deny,  N.  H." 
Dover,  N.  H. 
Easthampton,  Mass.* 
Eastport,  Me. 
Exeter,  N.  E. 
FVchburg,  Mati. 
Framingham,  Masg.'^ 
Franklin,  Masa. 
Franklin,  N.  H. 
Gardiner,  Me." 
Gardner,  Mass. 
Great  Barrington, 

Mase. 

Flgurea  iDdlcate  Bi 


Greenfield,  Max%. 
Greenarick,  Conn, 
Hallowell,Me." 
Hanover,  N.  H. 
Holyoke,  Mast. 
Hoolton,  Me. 
Hudson,  Masa." 
Ipswich,  Mass.' 
Keme,  N.  H. 
Laconia,  N.  H. 
Lebanon,  N.  H." 
LeomiDster,  Mass." 
LevntUnt,  Me. 
Lexington,  Masa" 
Litfleton,  N.  H. 
Manchester,  Mass." 
Mansfield,  Mass. 
Marblehead  Mass.' 
Marlboro,  Maas. 
Middleboro,  Mass. 
Middlebury,  Vt 
Middlelmim,  Cbnn. 
Uilford,  Conn.' 
Milford,  Mass. 
Milford,  N.  H.'» 
Montpeiier,  Vt. 
Mystic,  Conn.*> 
Nantucket,  Maaa. 
Naihuai  N.  H. 
Nalick,  Mass." 
Nangatuck,  Conn.*' 
Newbaryport,  Matt. 
New  London,  Conn. 
Neiaport,  R.  I. 
Newport,  Vt 
North   Abington, 

North  Adami,  Man. 
NarthampUm,  Mat». 
North  Attleboro,  Mass. 
Norwalk,  Conn. 
Norvwh,  Conn. 
Norwood,  Masa.'* 
Orange,  Maas. 
Pahner,  Maas. 
Peabody,  Mass.* 
Piitsfidd,  Matt. 
Plymoath,  Maes. 
Plymouth,  N.  H. 


Portsmouth,  N.  S. 
ProvincetowD,  Mass. 
Putnam,  Conn. 
Heading,  Mass." 
Rochester,  N.  H.^ 
Rockland,  Me. 
Rockland,  Masa.* 
Eockport,  Maas." 
Bockville,  Conn." 
Rum  ford,  Me. 
EutUmd,  VU 
Saco,  Me."* 
Bt  Albans,  Vt. 
Bt  Johnsbury,  Vt 
Sanford,  Me. 
Seymour,  Conn." 
Shelton,  Conn.' 
Skew  began.  Me. 
Bomersworth,  N.  H." 
Bouthbridge,  Maaa." 
Boutb  Manchester, 

South  Norwalk,  Conn. 
Spencer,  Maaa" 
Springfield,  Vt 
Stamford,  Conn. 
Btoneham,  Mass." 
Stoughton,  Mass.* 
Taunton,  Mate. 
Torrington,  Conn. 
Wakefield,  Maas." 
Wallingtord,  Conn.* 
Ware,  Maaa. 
Waterville,  Me. 
Webster,  Mass.*' 
Wellesley,  Mass." 
Westbrook,  Me." 
Weatboro,  Maas." 
Westerly,  E.  I. 
Westfield,  Mass." 
WhtUnsville,  Mass." 
Whitman,  Mass.* 
Williamatown,  Mass.' 
Willimantic,  Conn. 
Winchendon,  Mass. 
Winchester,  Mass." 
Winsted,  Conn. 
Wobum,  Masa.'' 
Woomocket,  R.  L 


u  held  In  other  citleB.    See  footnotes,  p.  17. 
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S8.  At  the  second-class  ofQces  named  below  city  delivery  service  haa  not  bees 
established,  and  their  force  includes  clerks,  but  not  city  carriers.  Examinations  for 
these  offices  will  be  held  only  when  eligiblea  are  needed  and  will  be  duly  announced, 
and  application  blanks  wilt  not  be  distributed  until  such  announcement  is  made. 

Lee,  Mass." 

Lenos,  Mass." 

Litehfleld,  Conn. 

Lyndonville,  Vt" 

Manchester,  Conn." 

Maynard,  Mass.*' 

Monson,  Mass.** 

Morris ville,  Vt. 

Narr^ansett  Pier,  R.  I. 

New  Canaan,  Conn."* 

New  Miltord,  Conn. 

Newport,  N.  H. 

Nortb  Brookfleld,  Mass." 

Northfield,  Vt.' 

Norway,  Me. 

Oak  BluSs,  Mass. 

Old  Orchard,  Me." 

Old  town,  Me." 

Orieanfl,  Vt." 

Peterboro,  N.  H. 

Pittsfleld,  Me. 

Pliwnville,  Conn.'" 


Ayer,  Mass." 
Beriin,  N.  H. 
Brandon,  Vt." 
Bridgewater,  Conn." 
Caribou,  Me. 
Clinton,  Conn. 
Danieleon,  Conn." 
Dexter,  Me. 
East  Greenwich,  B.  I." 
East  NorthSeld,  Mass.'' 
East  Walpole,  Mass.^ 
Ellsworth,  Me. 
Fairhaven,  Mass." 
Parmington,  Me. 
Foxboro,  Mass." 
Glastonbury,  Conn." 
Hardwick,  Vt. 
Hingham,  Mass." 
Hopedale,  Mass." 
Hyannis,  Mass. 
Indian  Orchard,  Mass." 
Lancaster,  N.  H. 


Presque  Isle,  Me. 

Proctor,  Vt" 
Bandolph,  Vt. 
RidgeSeld,  Conn. 
Shelbume  Falls,  Mass." 
Sonthington,  Conn,'" 
Stafford  Sprii^,  Conn. 
Swan  ton,  Vt.*' 
Terry ville.  Conn." 
Thompson ville,  Conn." 
Tilton,  N.  H." 
Turners  Palls,  Mass.^ 
Walpole,  Mass.'" 
Warren,  B.  I.*" 
Westport,  Conn." 
White  River  Junction,  Vt 
Windsor,  Vt." 
"Windsor  Locks,  Conn." 
Woodstock,  Vt 
Woodaville,  N.  H. 


STJBTREASUIIT  SERVICE, 


99.  Vacancies  in  clerical,  minor  clerical,  and  subclerical  poeitiona  in  the  sub- 

treasury  at  Boston,  Mass.,  are  filled  by  certification  from  the  roisters  resulting  from 

6  to  9,  and  persons  desiring  appointment  to  such  positions  in  the  subtreasury 

should  enter  those  general  examinations. 

Information  concerning  stenographer  and 

I  £iajntDatlonH  held  at  North  Adama- 

1  Eiaminaliona  held  at  Biddelord. 

<  Ei»mlnationB  held  at  Newhorjport. 

"Eiaminationa  held  at  Worcester. 

•  £xfttnJnatloD9  held  at  lAWKnce. 

■  Eiaminaliona  held  at  New  Millord. 

a  EiaminatioDg  held  at  Provjdeace. 

>  EiaminatiOQS  held  at  Brockloo. 

I'KiamlnatlonH  held  at  New  Britain. 

-  Eiamlnatlooa  held  at  New  Itedford. 

11  EiaminatloQB  held  at  Springfield. 

1'  Eiamlnatlons  held  at  Beaton. 

"  Eiamlnatlons  held  at  PlttsfleM. 

It  Eiemlnationa  held  at  White  Rivet  Jimotlon. 

"ExamiDatloDS  held  at  Newport, 

■•  EiamlnaOons  held  at  Nashua. 

«  Eiamlnatlons  held  at  Dover. 

»  Eiamlnslions  held  at  Boath  Norwalk. 
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typewriter  and  bookkeeper  exaioinations  will  be  found  on  pages  22  and  25,  respec- 
tively.    Esaminations  for  other  poaitiona  are  heldaa  the  needs  of  the  service  require. 

100.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service,  applicants  must  show  io  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
flubtreaauries. 

101.  Rigid  testa  of  character  and  integrity  will  be  applied  to  all  applicants  for  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  testa  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commission  and  the  assistant  treasurer. 

CUSTODIAN  SERVICE. 

102.  The  Custodian  Service  covera  poaitiona  the  dutiea  of  which  relate  to  tha  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C. 

EDUCATIONAL   EXAMINATIONS. 

103.  Examinations  for  the  positions  of  asustant  custodian,  assistant  custodian- 
janitor,  and  technical  positions,  such  as  steam  engineer,  electrician,  and  dynamo 
■tender,  are  held  only  when  eiigibles  are  needed,  and  are  duly  announced.  Infoi^ 
mation  concerning  examinations  for  the  position  of  elevator  conductor  will  be  found 
on  page  24.  Vacancies  occurring  in  other  subclerical  positions  are  filled  from  regis- 
ters resulting  from  the  third-grade,  or  subclerical,  examination  referred  to  on 
page  8. 

NONEDTTCATIONAI.    EXAMINATIOKS. 

104.  This  class  includes  positions  such  as  fireman,  fireman-laborer,  fireman-watch- 
man, janitor,  etc.  In  section  1(*8  is  given  a  list  of  positions  filled  by  noneducational 
examination  tor  which  applications  are  received  at  any  time  by  the  district  secretary. 
The  resulting  registers  are  used  for  filling  vacancies  occurring  in  the  positions  named 
in  various  branches  of  the  Field  Service.  The  position  of  fireman,  and  positions 
whose  principal  duties  are  those  of  fireman,  in  the  Custodian  Service,  are  filled  by 
certification  from  the  raster  for  the  position  of  stationary  fireman  included  in  the 
list  referred  to.  Examinations  for  noneducational  positions  in  the  Custodian  Serv- 
ice not  mentioned  in  section  168  are  held  only  when  ellgibles  are  needed  and  are 
duly  announced, 

105.  The  firet  word  of  the  title  of  double-titled  positions  in  the  Custodian  Service — 
such  as  fireman-watchman,  watchman-fireman,  fireman- laborer,  j'aniter-fi reman, 
etc. — indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  noneducational  or  educational  examination  accord!  i^lj.  For  instajice,  a  vacancy 
in  the  position  of  fireman- watch  man  will  be  filled  by  a  noneducational  examination 
tor  fireman,  as  described  in  the  preceding  pan^raph,  whilea  vacancy  in  the  position 
of  watehraan-firemm  will  be  filled  by  certification  from  the  register  established  as  a 
result  of  the  third-grade  educational,  or  subclerical,  examination  referred  to  on 
pages. 

106.  Application  and  examination  Form  1800  isrequired  for  noneducational  exam- 
inations in  the  Custodian  Service.  Applications  must  befiUedoutin  the  handwriting 
oF  the  applicants. 

107.  The  ^e  limits  for  noneducational  examinations  in  the  Custodian  Service  are 
18  and  55  yeara.  (See  sec.  20.)  All  honorably  discharged  United  States  soldiers 
and  sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  regard 
to  the  age  limits.  The  age  limits  are  also  waived  for  examinations  for  all  branches 
of  the  service  in  the  cases  of  persons  honorably  discharged  from  the  United  States 
military  or  naval  service  6y  reason  o/  dUah^iiy  resulting  from  woundi  received  or  »ick- 
nett  incurred  in  the  line  of  duty. 

108.  For  further  information  concerning  noneducational  examinations,  see  page 
25.  Information  relative  to  the  position  of  unskilled  laborer  is  ^ven  on  page  26. 
The  r^;ulation8  governing  certification  and  eligibility  are  shown  on  page  27. 
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QUABTEBMASTER'S  DEPARTMENT  AT  LARGE. 

109-  Certification  of  eligihlea  will  be  made  by  the  secretary  of  the  Firat  Civil 
Service  District  for  filling  vacandea  occurring  in  the  educational  and  noneducational 
poeif  ions  covered  by  this  pamphlet  in  eetabliahmenta  of  the  Quartermaster's  Depart- 
ment at  I'Srge,  BB  follows:  Quartermaster's  Office,  Boston  Mass.;  Forts  Levett, 
McKinley,  Preble,  and  Williams,  Portland,  Me.;  Fort  Conetitution,  Newcastle, 
N.  H.;  Fort  Ethan  Allen,  Burlington,  Vt.;  Porta  Andrews,  Banks,  Strong,  and 
Warren,  Boston,  Mass. ;  Fort  Rodman,  New  Bedford,  Mass.;  Forts  Adams  and  Gre- 
ble,  Newport,  R  I.;  Fort  Mansfield,  Westerly,  R.  I.;  Forts  H.  G.  Wright,  Michie, 
and  Terry,  New  York  (New  London  Artillery  District). 

KDTTCATIONAI.  EXAMITf  ATIOTfS. 

110.  Vacancies  occurring  in  clerical,  minor  clerical,  and  eubclerical  positions  are 
filled  by  certification  from  registers  resulting  from  the  first,  second,  and  third  grade 
examinations  described  on  pages  6  to  9.  Information  concerning  stenographer  and 
typewriter  examinations  is  given  on  page  22.  Eiaminations  for  other  positions  which 
require  mental  testa,  including  forage  master,  are  held  as  the  needs  of  the  service 
require. 

NONBDtJCATIONAL  EXAMINATIONS. 

111.  This  class  includes  mechanical  tradesand  similar  positions.  In  section  168  is 
given  a  list  of  positions  filled  by  noneducational  examination,  applications  for  which 
are  received  at  any  time  by  the  district  secretary.  The  positions  named  aro  those 
in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of  the 
service,  and  the  resulting  registers  are  used  for  filling  vacancies  occurring  in  any  of 
those  branches. 

112.  For  positions  which  are  peculiar  to  the  Quartermaster's  Department  at  Large, 
and  not  mentioned  in  section  168,  examinations  are  held  only  when  ellgibles  are 
needed,  and  are  duly  announced.  Application  and  examination  Form  ISOO  is 
required.  ' 

113.  The  age  limits  for  noneducational  examinationa  in  the  Quartermaster's 
Department  at  large  are  as  follows:  Men,  20  to  60;  women,  18  to  50.  (See  sec  20.) 
The  age  limits  are  wuved  in  cases  of  persona  honorably  discharged  from  the  military 
or  naval  service  by  reaeon  of  wovndi  received  or  eichnei*  incurred  rn  the  line  of  duty. 

114.  For  further  information  relative  to  noneducational  examinations,  see  page  25. 
Forinformation  relative  to  certificationand  eligibility.  Bee  page  27. 

ENGINEER  DEPARTMENT  AT  LARGE. 

115.  The  headquarters  of  the  United  States  engineer  districts  in  the  First  Civil 
Service  District  are  located  at  Boston,  Mass.,  New  London,  Conn.,  Newport,  E,  L, 
and  Portland,  Me. 

BDTTCATIONAI.  EXAMINATIONS. 

116.  Thepositionaofclerkoftheentrancegrade,  copyist, bookkeeper, stenographer, 
typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  subclerical 
positions,  includii^  elevator  conductor,  messenger,  meesenger  boy,  skilled  laborer, 
and  watchman,  are  filled  by  certification  of  eligiblcs  by  the  secretary  of  the  First 
Civil  Service  District,  Boston,  Mass.  Of  these  positions,  those  of  the  clerical  and 
subclerical  grades,  except  elevator  conductor  and  messenger  boy,  are  filled  from  reg- 
isters resulting  from  the  first  and  third  grade  examinations  described  on  p^es  R 
to  9.  Information  concerning  the  stenc^rapher  and  typewriter,  elevator-con- 
ductor, and  messenger-boy  examinations  will  be  found  on  pages  22  to  25.  Exami- 
nations for  other  positions,  including  copyist  draftsman,  mechanical  apprentice 
draftsman,  and  bookkeeper,  will  be  held  only  when  eligiblee  are  needed,  and  will 
be  duly  announced, 
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NONBDUCATIONAlj  EXAMIKATIONS. 

117.  This  clasa  iocludee  mechanical  trsdea  and  similar  positiona.  In  section  168 
ia  given  a  list  of  positions  filled  by  noneducational  examination,  applicsUons  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
those  in  which  vacancies  occui  with  more  or  leee  frequency  in  various  branches  of 
the  service,  and  the  resulting  regietera  are  need  for  filling  vacancies  occurring  in  any 
of  those  branches. 

118.  For  positions  which  are  peculiar  to  the  Engineer  Department  at  large  and 
not  mentioned  in  section  168,  applicatdoits  are  received  by  the  local  boards  of  civil- 
service  examiners  for  the  various  engineer  districts  only  when  eligiblee  are  needed, 
except  that  at  Portland,  Me.,  where  there  is  no  local  engineer  board,  vacancies  are 
filled  from  registers  established  at  the  office  of  the  district  secretary  at  Boston. 

119.  Examinations  are  duly  announced,  and  when  such  announcement  ia  made 
application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the  secre- 
tary of  the  First  Civil  Service  District,  Boston,  Mass.,  or  from  the  secretary  of  the 
local  engineer  board. 

120.  AppltcalioiiB  for  noneducational  positions  not  mentioned  in  section  168,  in- 
cluding BUrveymau  at  less  tbau  (1,000  per  annum  (who  may  be  employed  as  tranait- 
nmn,  levelman,  chainman,  rodman,  and  the  like),  should  be  filed  with  the  secretary 
of  the  local  engineer  board  at  the  headquarters  of  the  engioeer  district  in  which  em- 
ployment is  desired,  except  that  applications  for  the  Portland  district  should  be 
filed  with  the  secretary,  First  Civil  Service  District,  Boston,  Mass. 

121.  Registers  for  mechanical  trades  positions  show  the  branch  or  branches  of  the 
trade  in  which  the  eligibles  are  experienced,  and  selections  for  filling  vacancies  in 
tbe  Engineer  Department  at  Large  may  be  made  of  the  highest  three  el^bles  who 
have  had  experience  in  a  particular  branch  of  the  trade.  For  instance,  tbe  carpenter 
register  may  contain  the  names  of  stair  builders,  ship  carpenters,  bridge  carpenters,  etc 

122.  The  age  limit  for  noneducational  examinations  for  tbe  Engineer  Department 
at  Large  is  18  years  or  over. 

123.  For  additional  infonnation  concerning  noneducatjonal  examinations,  see 
page  25.    For  information  relative  to  certification  and  eli^bility,  see  page  27. 

ORDNANCE  DEPARTMENT  AT  IiAROE. 


a  of  the  Ordnance  Department  at  Large  in  the  First  0vll 
Service  District  are  the  Springfield  Armory,  Springfield,  Mass.,  and  the  Watertown 
Arsenal,  Watertown,  Mass. 

KDUCATIONAI.  HXAMINATIOK8. 

125.  Clerical,  minor  clerical,  and  subclerical  positions  in  this  service  are  filled 
from  r^^ters  resulting  from  the  first,  second,  and  third  grade  examinations 
described  on  pages  6  to  9. 

126.  The  position  of  skilled  office  laborer  is  filled  from  the  second-grade,  or  minor 
clerical,  examination  (see  p.  8),  except  that  when  a  knowledge  of  typewriting  ia 
required,  the  minor  typewriter  examination  ia  given.  The  minor  typewriter  exami- 
nation comprises  the  subjects  of  spelling,  arithmetic,  letter  writing,  and  penmanship 
(all  of  the  second  grade,  seep.  30),  witbaweight  of  15  each,  and  two  typewriting 
exercises  consisting  of  copying  from  roi^b  diaft  and  copying  from  plain  copy,  with 
A  weight  of  20  %ach. 

127.  A  large  part  of  the  clerical  work  in  ordnance  establishments  is  performed  bv 
skilled  office  laborers.  The  usual  entrance  salary  at  the  Springfield  Armory  is  f660 
per  annum,  and  women  are  rarely,  if  ever,  appointed.  The  usual  entrance  salary  at 
the  Watertown  Arsenal  is  f420  per  annum,  ftnd  opportunities  for  appointment  are 
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considered  excellent  for  both  men  and  women  who  paae  the  minor  typewriter  exam- 
ination for  this  eatabliehment,  knowledge  of  typewriting  being  almoat  invariably 
required.  Applications  wHl  be  accepted  by  the  district  secretary  at  any  time  for 
the  Walertown  Arsenal  and  exaininations  will  be  held  aa  the  needs  of  the  service 
require.  Examinations  for  the  Springfield  Armory  will  be  held  only  when  eligi- 
bles  are  needed,  of  which  pubUc  announcement  will  be  made,  and  applications 
will  not  be  accepted  at  other  times.  The  age  limit  is  18  years  or  over  on  the  date 
of  examination.    Application  Form  ]37l  is  required. 

128.  Information  concerning  examinations  for  the  positions  of  stenographer  and 
typewriter  and  messenger  boy  will  be  found  on  pages  22  and  24,  respectively. 

129.  Examinations  for  the  position  of  apprentice  will  be  held  as  frequently  aa  the 
needs  of  the  service  require  and  will  be  publicly  announced  by  the  district  secretary. 
The  examination  consists  of  single  mental  tests  and  a  rating  on  physical  condition. 
Competitors  mnat  be  not  less  than  16  nor  more  than  18  years  of  a^  on  the  dat«  of 
examination,  except  that  applicants  who  are  graduates  of  a  technical  or  manual 
training  school  may  be  admitted  to  examination  if  not  more  than  20  years  of  age. 
Application  aud  examination  Form  1375  is  required. 

130.  Examinations  for  other  positions  which  require  mental  teste  are  held  as  the 
needs  of  the  service  demand  and  are  duly  annoanced. 


131.  Information  relative  to  the  positions  of  mechanical  draftsman  and  apprentice 
draftsman,  and  application  forms  therefor,  may  be  obtained  by  addressing  the  chair- 
man ol  the  local  hoard  of  dvll-aervice  examiners  at  the  ordnance  establishment 
where  employment  is  desired,  or  the  secretary  of  the  Mrst  United  States  Civil 
Service  District,  PostrOffice  Building,  Boston,  Mass.  Applications  may  be  filed  at 
any  time  with  the  district  secretary.  Examinations  will  be  held  quarterly  on  or 
about  the  first  of  January,  April,  July,  and  October,  and  ofteuer  when  necessary. 
Applicants  will  not  be  assembled  for  examinatjoii  but  will  be  required  to  submit 
with  their  applications  a  specimen  of  pencil  drawing  (mecbanical)  and  a  tracing 
thereof,  with  a  statement  of  the  time  consumed  in  making  each  and  a  sworn  state- 
ment that  the  drawings  submitted  are  wholly  the  work  of  the  applicant.  The 
ratings  wiU  he  based  upon  the  work  submitted  and  the  applicant's  education,  train- 
ing, experience,  and  fitness,  as  shown  by  the  application  and  corroborative  evidence. 
The  age  limit  for  the  mechanical  draftsman  examination  is  18  years  or  over  on  the 
date  of  the  examination;  for  the  apprentice  draftsman  examination,  17  to  21  years  on 
the  date  of  the  examination.  (See  sec.  20.)  Applicataon  and  examination  Form 
1312  is  required  [or  both  examinations. 

KONBDDCATIONAI.  BXAMINATIOIfS. 

132.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  168 
is  given  a  list  of  positions  filled  by  noneducatiooal  examination,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
those  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
the  service,  and  the  t«salting  registers  are  nsed  for  filling  vacancies  occurring  in  any 
of  those  branches. 

133.  For  positions  which  are  peculiar  to  the  Ordnance  Department  at  Large  and 
not  mentioned  in  section  168,  applications  are  received  by  the  local  boards  of  civil- 
service  examincia  at  the  ordnance  establishments  only  when  eligibles  are  needed. 
When  an  examination  is  announced,  application  and  examination  blanks  (Form 
1800)  may  be  obtained  from  the  secretary  of  the  First  Civil  Service  District,  Boston, 
Mass.,  or  the  chairman  of  the  local  board  at  the  ordnance  establishment.  The  local 
boards  will  also  furnish  any  further  information  desired  concerning  theee  poaitions. 
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134.  The  age  limit  (or  noneducational  examinatioiiB  for  tbe  Crndance  Department 
at  Large  is  20  years  or  over. 

135.  For  additional  information  conceming  noneducational  esaminations,  see  page 
25.     For  information  relative  to  certification  and  eligibility,  see  page  27. 

fNSKILLGD   LA  BOB. 

136.  For  information  conceming  the  position  of  unskilled  laborer  in  the  Ordnance 
Department  at  Large,  applicatioD  should  be  made  to  tbe  board  of  labor  employment 
at  tbe  ordnance  establishment  where  employment  is  desired.  General  information 
concerning  unskilled  labor  in  Federal  offices  and  eetablishmeats  will  be  found  on 


CI^BRICAL,  MINOR  CLERICAIi,  AND  STJBCLERICAIi  POSI- 
TIONS IN  OTHER  FIEU>  BBANCKE8. 

137.  Clericsl,  minor  clerical,  and  subclerical  positions  in  field  branches  of 
the  Immigration,  Navy- Yard,  Steamboat-Inspection,  Lighthouse,  and  Public  Health 
Services;  in  pension  agencies;  in  Bureaa  of  Animal  Industry  and  Weather  Bnrean 
stations,  etc.,  are  filled  by  certification  from  appropriate  rasters  established  from 
examinations  for  these  grades  as  described  on  pages  6  to  9,  inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

138.  Applicants  for  the  stenographer,  the  typewriter,  and  the  combined  stenc^ 
rapher  and  typevrriter  examinations  for  employment  in  the  Field  Service  {Maine, 
New  Hampshire,  Vermont,  Massachusetts,  Rhode  Island,  and  Connecticut,  and  in 
the  office  of  the  United  States  Commissioner  of  Immigration  at  Montreal,  Canada) 
may  be  filed  at  any  time  with  the  district  secretary  at  Boston,  Mass.  Applications 
will  be  accepted  from  both  men  and  women.  Examinations  for  the  Field  Service 
will  be  held  annually  on  the  fourth  Saturday  of  February,  and  oftener  when  neces- 
sary, at  the  following-named  places: 

Maine:  Massachusetts: 

Augusta.  Boston. 

Bangor.                                       -  Fall  River. 

Bath.  Gloucester. 

Calais.  Greenfield. 

Houlton.  Lawrence. 

Lewiston.  Lowell. 

Portland.  New  Bedford. 

New  Hampshire:  North  Adams. 

Berlin.  Rttsfield. 

Concord.  Springfield. 

Manchester.  Worcester. 

Portsmouth.  Rhode  Island: 

Vermont;  Newport. 

Bellows  Falls.  Providence. 

Burlington.  Connecticut: 

Montpelier.  Bridgeport. 

Newport.  Hartford. 

Euttand.  New  Haven. 

St.  Johnsbuty.  New  London. 
Waterbury. 
Examinations  may  also  be  held  at  other  places  if  the  needs  of  the  service  require. 
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139.  The  age  limit  for  these  examinationa  for  the  Field  Service  is  18  years  or  over 
on  the  date  oi  the  examination. 

140.  Persons  desirinjj  to  take  an  examination  shoald  write  to  the  district  secretary 
for  application  Form  1371  and  Form  1424.  The  latter  form,  io  addition  to  full  in- 
formation concerning  the  scope  of  the  examination  and  the  requirements  for  the 
Field  Service,  contains  complete  inetnictiona  relating  to  like  examinatioos  for  the 
Departmental  Service  at  Washington,  D.  C.,  the  Philippine  Service,  and  the  Isth- 
mian Canal  Service.  If  he  bo  desirea,  a  person  may  take  a  separate  examination  for 
any  or  all  of  these  aervices  in  addition  to  that  for  the  Field  Service.  Examination 
for  the  Field  Service  and  for  other  services  can  not  be  taken  on  the  same  date.  If 
an  eligible's  name  is  borne  on  the  regiatere  for  more  than  one  service,  his  appoints 
ment  from  the  departmental  or  the  field  r^st«r  will  not  cancel  his  eligibility  on 
the  registers  for  any  of  the  other  services,  but  hia  appointment  from  the  Isthmian 
Canal  or  the  Philippine  raster  wiil  cancel  his  eligibility  on  the  registers  for  all 


141.  Applications  for  the  Departmental,  Isthmian  Canal,  and  Philippine  Services 
may  be  filed  at  any  time  with  the  United  States  Civil  Service  Commiasion,  Washing- 
ton, D.  C.  Application  Form  304  is  required  for  the  Isthmian  Canal  and  Depart- 
mental Services;  for  the  Philippine  Service,  Form  2  ia  required.  Applications  from 
women  will  not  be  accepted  for  the  Isthmian  Canal  and  Philippine  Services. 

142.  Aa  stated,  stenographer  and  typewriter  examinations  are  held  for  four 
hrauchea  of  the  service,  namely,  the  Departmental,  the  Field,  the  lathmian  Canal, 
and  the  Philippine  Services.  Transfer  of  eligibility  from  the  register  for  one  service 
te  that  for  any  one  of  the  other  service  named  may  be  made  at  any  time  within  the 
period  of  eligibility,  if  there  ia  reason  for  snch  transfer  which  is  satisfactory  to  the 
Commission  and  the  eligible  complies  with  the  requirements  of  the  service  to  which 
tranafer  of  el^ibility  is  desired. 

Transfer  o£  eligibility  within  the  Field  Service  from  the  stenographer  and  type- 
writer r^[ister  for  one  civil-aervice  diatrict  to  the  register  for  another  civil-service 
district  may  be  made  with  the  approval  of  the  district  secretaries  concerned. 

The  name  of  an  eligible  transferred  to  the  register  of  a  diatrict  in  which  he  was 
not  examined,  either  from  Washington,  D.  C.,  or  from  another  diatrict,  will  not  be 
certified  while  there  arethreeavailable  el igibles  examined  within  the  district,  tinleea 
he  has  actually  moved  to  the  diatrict  to  which  his  eligibility  is  transferred,  in  which 
case,  for  the  purpose  of  certification,  hia  place  of  registration  will  be  considered  as 
the  examination  point  nearest  hia  new  place  of  residence. 

An  eligible  who  moves  from  one  place  to  another  within  a  civil-service  district 
may,  upon  written  request  and  with  the  consent  of  the  district  secretary,  have  hie 
place  of  registration  chai^red  to  the  examination  point  within  the  district  nearest  his 
new  place  of  residence,  provided  the  needs  of  the  service  justify  such  transfer. 

In  all  cases  of  transfer  of  eligibility,  irrespective  of  the  branch  of  the  service, 
approval  of  such  transfer  will  depend  upon  the  need  of  eligiblea  in  the  branch  of  the 
service  or  the  locality  to  which  transfer  of  eligibility  is  desired. 

143.  In  filling  vacancies  in  field  positions,  certification  to  the  variouB  branches  of 
the  service  will  be  made  aa  stated  in  section  1ST. 

144.  An  order  issued  by  the  War  Department  requires  of  all  appointees  to  field 
branches  of  that  department  willingness  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  if  necessary.  Itia  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  hia  will.  While  serving  in  the  Philippines  employees  are 
given  an  increase  of  ?200  per  annum  in  their  pay,  and  they  are  allowed  transporta- 
tion expenses.  Two  years  is  usually  the  duration  of  such  duty.  Apphcants  for 
examination  for  the  Field  Service,  therefore,  should  indicate  in  their  applications 
their  willingness  or  unwillingness  to  accept  appointment  in  services  under  the  War . 
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Department  and  tlie  Icrweet  salariee  they  are  willing  to  accept  while  employed  in 
the  United  States. 

145.  The  demand  for  male  stenoprapber  and  typewriter  eli^blee  ueually  is  greater 
than  the  aupply.  Promotion  to  the  higher  grades  ia  reaaonably  rapid  for  those  whoae 
eervicea  prove  satisfactory. 


146.  AH  United  States  deputy  marshalB,  except  those  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  shown  in  the  following  paragraphs: 

147.  VacAJicies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  fromthest«DogTapherand  typewriter 
or  the  bookkeeper  raster  for  field  services  of  those  who  were  examined  in  the 

State  in  which  the  vacancy  exists.'   (See  sees.  138  to  145,  and  161.) 

148.  For  vacancies  ia  positions  which  do  not  require  a  knowledge  of  Bten<^rsphy 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  theflrst^[ade,or 
cleri<^,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 

149.  Vacancies  in  the  position  of  chief  office  depnty  will  be  filled  in  like  manner 
onleee  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  pereons  already  in  the  classified  service. 

150.  Full  information  relative  to  the  firet-grade,  or  clerical,  examination,  includii^ 
a  list  of  places  at  which  the  examination  may  be  taken  and  thedateof  annual  exami- 
nations, is  given  on  pages  7  and  8, 

BI^EVATOB  CONDTTCTOR. 

151.  The  poeiiionof  elevator  conductor  in  Federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
p^e  30,  with  a  weight  of  50  per  cent,  and  training,  experience,  and  fitness,  50  per 

152.  The  minimum  age  limit  for  this  examination  is  20  years.  There  is  no  nuud- 
mnm  age  limit. 

153.  Application  and  examination  Form  1371  (issue  of  Dec.,  1911,  or  later),  in- 
cluding the  medical  certificate,  is  required, 

154.  Applicanta  for  this  examination  must  be  able-bodied  and  physically  capable 
of  periorming  manual  labor. 

155.  In  rating  the  element  of  "training,  experience,  and  fitness"  credit  will  be 
given  for  actual  experience  as  elevator  conductor,  electric  motorman,  or  electric 
craneman,  and  applicanta  who  have  not  had  at  least  six  months  of  such  experience 
will  not  be  admitted  to  the  examination.  If  an  applicant  has  had  only  six  months' 
experieoce,  ttiat  experience  must  have  been  gained  within  the  twelve  months  just 
prior  tp  the  date  of  application.  Applicants  must  fully  indicate  in  their  applications 
the  kind  of  elevators,  and  whether  passenger  or  freight,  upon  which  they  have  been 
employed,  as  well  as  the  length  of  their  experience. 

156.  This  examination  will  be  held  io  the  city  in  which,  or  in  the  vidnity  of 
which,  a  vacancy  occurs,  and  only  when  eligibles  are  needed,  due  aimouncement  of 
which  will  be  made. 

MESSENGER  BOY. 

157.  Examinations  for  filling  vacancies  in  this  position  are  held  in  tbe  city  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  snbclerical,  subjects 
as  shown  on  page  30,  with  the  exception  of  the  subject  of  training,  experience,  and 
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fitnees,  each  of  the  Ave  sabjecta  having  a  we^ht  of  20  per  cent.    When  examina- 
tions  are  to  be  held,  due  annoancement  us  mode. 

158.  The  ttge  limits  for  this  examination  are  16  and  18  yeaiB.     (See  eec  20.) 

169.  Application  Form  1371  is  required. 

160.  While  there  ar«  no  height  or  weight  requirementa  for  the  position  of  messen- 
ger boy,  eligiblee  whose  weifcht  is  grosstjr  disproportionate  to  their  age  may  not  be 
certified  for  filling  vacancies  id  positions  whose  duties  are  such  that  unusual  weight 
would  interiOTe  with  their  proper  performance. 

OTHEB  EDUCATIONAL  EXAMINATIONS. 

161.  Examinalions  for  the  portions  of  telephone  operator  and  bookkeeper  in  vari* 
ous  branches  of  the  service,  matron  in  the  Immigration  Service,  and  magazine  at- 
tendant at  navy  yards  will  be  held  only  when  el^hles  are  needed  and  will  be 
dnly  announced.  Application  forms  will  not  be  distiibnted  and  applications  will 
not  be  rec^ved  until  such  announcement  is  made. 

NONEDUCATIONAIi  EXAMINATIONS. 

162.  This  cjaaa  inclades  examinations  for  the  mechanical  trades  and  similar  posi- 
tions which  do  not  require  a  mental  t«et  These  positions  in  the  Custodian  Service, 
the  Quartermaster's  Department  at  large,  the  Engineer  Department  at  large,  the 
Ordnance  Department  at  Large,  and  certain  other  branches  of  the  service  have  been 
placed  under  the  district  system.     (Bee  sees.  2  and  36. ) 

163.  Appropriate  examinations  are  held  based  on  training,  experience,  and  fitness, 
and  physical  ability.  The  reiaiUie  vieighit  of  these  »u^«*»  on  a  foofo  of  100  art:  Fhygieal 
abilily,  40;  training,  experience,  andfitae»,  60.  The  information  npon  which  the  rat- 
ings are  based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care 
should  be  taken  to  furnish  accurate  and  complete  information  in  order  that  a  suffi- 
cient basis  may  be  had  for  rating  the  papers.  Each  question  in  the  application  and 
Touchers  most  be  folly  answered.  All  statements  relating  to  training,  experience, 
and  fitness  ace  subject  to  verification. 

164.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Pbtsicaj.  abiutt. — An  applicant  withoot  apparent  physical  disqoalification 
is  rated  at  98  for  this  element  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
frton  98  according  to  the  nature  of  the  defects  or  disqualifications. 

(6)  TRAiKuta,  ■xPBKiBNCK,  ABD  FTTMres.— This  Bubject  will  be  rated  upon  the  state- 
ments made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and 
references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  character 
of  the  experience  shown,'  and  spedal  consideration  will  be  given  experience  which 
is  continuous  and  recent. 

166.  In  any  of  these  examinations  the  Commisdon  may,  in  its  discretion,  call  for 
Bucb  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
but  BO  recommendations  other  than  those  called  for  by  the  Commission  will  be 
conndered. 

166.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  raster  according  to  their  latings^  but  the  naroee  of 

'    persona  preferred  under  section  1754,  Revised  Statutes,  rat«d  at  65  or  more  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.     ( See  sec.  9. ) 

167.  When  Qoneducational  examinations  are  given,  applicants  are  not  assembled 
for  a  meatat  esaininatioD,  but  are  required  to  file  fully  executed  applications  on 
Ute  form  prescribed,  with  the  secretary  of  the  civil-service  district  in  which  em- 
ployment is  desired,  nnlesa  otherwise  specified. 
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168.  For  the  poationa  DMoed  in  the  following  list,  and  for  employment  in  and  in 
the  vidiuty  of  the  cities  named,  applications  may  be  filed  at  euiy  time  with  the  Seo- 
rataiy,  First  CSvil  Serriw  District,  Boston,  Mass. : 

Boston,  Hass.:  Carpenter,  electrician',  marine  fireman,  mate,  and  oiler. 

Burlington,  Vt :  Stationary  fireman. 

New  I^ndon,  Conn. :  Carpenter,  electrician',  marine  fireman,  mat«,  and  oiler. 

Newport,  R.  I.;  Carpenter,  manne  fireman,  mate,  and  oiler. 

Portland,  Me. :  Carpenter,  marine  fireman,  mate,  oiler,  and  stationary  fireman. 

Portsmouth,  N.  H.;  Marine  fireman. 

169.  Application  and  examination  hianks  (Form  1800)  may  be  obtained  from  the 
District  Secretary,  Poet-Office  Buildii^,  Boston,  Mass.,  or  the  locaJ  secretary  at  any 
of  the  following-named  places:  The  office  of  the  Chief  Quartermaster,  Governors 
Island,  New  York  Harbor;  the  costomhouses  at  Burlington,  Vt.,  and  Portland,  Me.; 
the  poet  offices  at  Portland)  Me.,  Portsmouth,  N.  H.,  New  Bedford,  Mass.,  Newport, 
R.  I.,  Providence,  R.  I.,  Bridgeport,  New  Haven,  and  New  London,  Conn.  Applica- 
tiona  mmrt  be  filed  with  the  district  secretary.  Those  who  wish  to  apply  for  more 
than  one  position  mnst  file  a  separste  application  for  each  poeition  desired. 

170.  Applicants  for  the  position  of  mate  should  give  in  their  applications  the 
names  and  tonnages  of  the  vessels  upon  which  they  have  been  employed  and  sub- 
mit with  their  applications  licensee  or  certificates  from  the  proper  steamboat 
inspectors  showing  the  grade  and  character  of  the  licenses  held  by  them. 

171.  Registers  will  be  established  quarterly,  or  more  frequently  or  less  frequently, 
as  the  needs  of  the  service  require.  To  receive  consideration  for  a  certain  quarter, 
applicaloons  must  be  filed  in  compleUform  with  the  district  secretary  not  later  than 
the  16th  of  March,  June,  September,  or  December,  as  the  case  may  be.  The  regis- 
ters will  be  made  up  on  or  soon  after  the  1st  of  April,  July,  October,  and  January. 

172.  From  the  registers  reenlting  from  these  examinations  certification  will  be 
made  for  filling  vacandee  as  they  occur  in  varioas  branches  of  the  service,  princi- 
pally in  the  Quartermaster's  Department  at  Large,  Engineer  Depori^ment  at  Large, 
and  Ordnance  Department  at  I^rge,  and  occasionally  in  the  Custodian  Service  and 
certain  other  branches.  In  makii^  certifications  due  r^iard  will  be  had  for  the  age 
limits  and  other  requirements  of  the  service  to  which  certification  is  made.  Further 
information  relative  to  the  Quartermaster's  Department  at  Large  is  ^ven  on  page  19; 
Engineer  Department  at  Large,  page  19;  Ordnance  Department  at  Large,  page  20; 
Custodian  Service,  page  18.  The  regulations  governing  certification  and  eligibility 
are  shown  on  page  27. 

173.  The  district  secretary  or  the  Civil  Service  Commission  at  Washington  will  fur- 
nish information  concerning  noneducational  positions  not  covered  by  this  pamphlet. 

UNSKILLED  LABORER. 

174.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern- 
ing the  employment  of  laborers  in  the  Federal  service,  poeiUona  of  this  character  are 
filled  by  r^istration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  Uioae 
of  common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equiva- 
lent Labor  regulations  are  in  force  at  Boston,  Mass.,  Portland,  Me.,  and  Provi- 
dence, R.  I.,  and  vicinity,  in  the  First  Civil  Service  District.  Examinations  for 
Boston,  Mass.,  are  held  annually  in  March;  for  Portland  and  Providence,  only  when 
eligibles  are  needed,  when  they  will  be  duly  announced  in  the  public  prees.  Appli- 
cation blanks  for  the  annual  examination  at  Boston  may  be  obtained  from  the 
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Digtrict  Secretary,  Room  141,  Poet-Office  Building,  Boston,  only  between  February 
15  and  March  15.  Applicatione  will  not  be  accepted  unlees  Gled  with  the  district 
secretary  prior  to  the  hour  of  closiag  business  on  March  15. 

175.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force  inquiry  should  be  made  of  the  official  In  charge  of  the  office  where 
employment  is  deeireil.  Chairmen  of  local  boards  of  civil-service  examiners  at 
establishments  of  the  Ordnance  Department  at  I^rge  will  furnish  information  con- 
cerning the  employment  of  unskilled  labor  at  such  establishmente. 

176.  Deckhands  on  the  steamers  of  the  Quartermaster's  Department  at  Large  at 
Boston  are  appointed  from  the  unskilled  laborer  re^ster,  certification  being  made  of 
eligibles  having  the  required  nantical  truning  and  experience. 

177.  The  age  limits  for  this  pontion  are  20  and  60  years.  (See  sec.  20.) 
The  age  limits  are  waived,  however,  in  the  cases  of  honorably  discharged  veterans 
of  the  Civil  War  and  persons  honorably  discharged  from  the  United  Btates  military 
or  naval  service  by  reason  of  disability  nwulting  from  wonnda  received  or  uckness 
incurred  in  the  line  of  duty. 

CERTIFICATION  AND  EUOIBIUTY. 

17S.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligiblee 
are  entered  upon  the  r^;ister  in  the  order  of  the  averages  attained.  An  average  per* 
centage  of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  persona  honorably  diachai^ed  from  the  United  States  military 
or  naval  service  for  dimhility  incurred  m  the  Une  of  duty.  The  namea  of  snch  persons 
whose  claima  for  preference  have  been  allowed  by  the  Civil  Service  Commisaion  and 
who  attain  an  average  percent!^  of  not  less  than  65  will  be  placed  at  the  head  of  the 
eligible  register.     (See  sec.  9.) 

179.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

ISO.  The  x)eriod  of  eligibihty  is  one  year  from  the  date  of  entering  the  name  upon 
the  raster,  bat  the  entire  register  may  be  extended  for  a  further  period  if,  in  the 
judgment  of  the  Commission,  the  needs  of  the  service  so  require. 

181.  The  highest  three  names  on  the  appropriate  r^pster  are  certified  for  each 
vacancy.  Unless  sooner  selected  for  appointment,  an  eligible  will  be  entitled  to 
three  certificatione  for  appointment  to  each  nominating  or  appointing  officer  in  each 
service  for  which  he  may  be  eligible  for  appointment  An  eligible  will  not  be  c^v 
tified  for  fillii^  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  his  examination  papera.  The  appointment  of  a  person  whose 
name  is  on  more  than  one  register  ordinarily  operates  to  cancel  his  eligibility  on  all 
registers  of  the  same  or  lower  grade;  an  eligible  should  therefore  advise  the  dis- 
trict secretary  whether  he  desires  bis  name  to  remmn  on  any  register  established 
from  examination  other  tlian  the  one  which  reaolted  in  hia  appointment.  Ap- 
pointments may  be  made  from  a  higher-grade  register  for  filling  vacancies  in  a 
lower-grade  petition. 

182.  For  filling  vacanciea  in  the  Intemal-Bevenne  Service  certification  will  be 
made  of  the  namea  of  eligibles  who  were  examined  in  the  internal-revenue  district 
in  which  the  vacancy  occurs. 

183.  For  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of  the 
names  of  the  eligibles  examined  at  the  port  at  which  the  vacancy  exista,  except, 
where  examinationa  are  held  also  at  subporta  for  the  convenience  of  applicants,  the 
highest  el^blee  will  be  certified  of  those  examined  at  the  port  and  at  subporta. 
(See  see.  59. ) 
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184.  For  the  podtiona  of  clerk,  snd  curler  for  dt^  delivery,  In  poet  offices,  a  separate 
register  le  established  for  e«ch  claarifled  post  office,  conbuning  the  names  of  eli^bles 
examined  for  such  office.  For  certain  large  post  offices  •eparate  male  clerk  and  car- 
rier reRiBters  are  eatabllBhed,  while  for  all  other  offices  in  which  both  clerks  and  city 
carriers  are  employed  the  names  of  male  eligibles  are  entered  on  both  the  clerk  and 
the  carrier  r^istere.    (Seesece.  84  to88.) 

185.  In  filling  vacancies  in  the  positioD  of  office  deputy  United  States  marshal  cei^ 
tiflcation  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

186.  CertJficatiOD  for  filling  the  podtion  of  clerk  in  the  Army  Transport  Service 
will  be  made  ol  eligibles  examined  in  the  dty.er  the  vicinity  of  the  city,  from  which 
the  transport  sails. 

I  187.  In  making  certification  for  filling  vacancies  in  the  poeitions  of  stenographer, 
typewriter,  and  stenc^rapher  and  typewriter  occnrring  in  field  services,  the  regvla- 
tions  ODtlined  in  the  for^joing  pan^^raphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  far  as  possible.  In  case  the  re^ster 
for  any  locality  becomes  exhausted  resort  may  be  had  to  the  register  for  the  Dearest 
locality  that  contains  the  oames  of  eligibles  available  for  the  poeitdon  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  localities  in  which  he  is  willing  to  accept  appointmeuL  For  transfer  of  eUgi- 
bUity  OQ  stenographer  and  typewriter  re^sters,  see  section  142. 

188.  In  filling  vacancies  in  any  position  filled  by  educational  examination  not  spe- 
cifically provided  for  above,  certification  will  be  made  of  eligibles  examined  at  the 
place  at  which,  or  in  the  immediate  vidnity  of  which,  the  vacancy  exists.  Eligibles 
on  the  roisters  for  Maine,  New  Hampehire,  and  Vermont  will  be  preferred  for 
appointments  in  tbe  office  of  the  United  States  Commissioner  of  Immigration  at 
Montreal,  Canada,  and  in  the  sab-offices  at  Quebec,  Halifax,  and  St  John. 

18fi.  In  filling  vacancies  in  positions  filled  by  noneducational  examination  and  for 
which  applications  are  tiled  with  the  district  secretary,  certification  will  be  made  of 
eligibles  readily  available  for  employment;  in  other  words,  of  those  who  live  in  the 
place,  or  in  the  vidnity  of  the  place,  of  employment,  and  of  those  who  present 
themselves  to  a  member  of  Uie  local  board  of  dvil-service  examiners  (or  to  the 
employing  officer  when  there  b  no  local-board  member)  at  the  place  at  which 
employment  is  desired.  An  eligible  who  does  not  live  at  the  place  where  be  desires 
empIoymMit  will  not  be  certified  for  appointment  there  until  he  has  personally 
appeared  before  a  member  of  the  local  board  of  examiners  or  the  employing  officer 
at  that  place,  has  secured  a  certificate  from  the  board  member  or  the  employing 
officer  showing  the  date  on  which  he  appeared,  and  haa  filed  such  certificate  with 
tbe  district  secretary.  In  this  connection  vidnity  is  defined  as  the  territory  within 
the  usnal  commuting  distance.  An  employing  officer  is  the  official  in  charge  of  an 
office  or  other  establishment.  Eligibles  on  registers  muntained  by  the  district  sec- 
retary will  be  certified  for  filling  vacandes  occurring  iu  any  branch  of  the  service. 
From  registers  mtuntained  t>y  local  boards,  certification  will  be  made  of  the  highest 
qualified  eli|^bles  on  the  local-board  registers,  in  conformity  with  the  special  regula- 
tions governing. 

190.  Every  appointment  is  made  for  a  probationary  period.  It  the  appointee  is 
retained  in  the  service  at  the  end  of  dx  months,  such  retention  is  equivalent  to  his 
absolute  appointment  In  the  Post-Office  Service  the  period  of  probationary  appoint' 
ment  be^ns  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
the  date  of  appointment  as  substitute. 

[iBt  DlBt] 
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INFORMATION  CONCERNING  OTHER  SERVICES. 

191.  A  Manual  of  Ezaminatione  ia  iaaoed  by  the  United  States  Civil  Service  Com- 
mifimon  in  January  and  Jnly  of  each  year.  It  contains  full  information  concerning 
the  i^^nlar  spring  and  fall  ezaminations  for  poaitions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  eervicea. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commiaaion,  Washington,  D.  C,  or  the  district  secretary. 

AUj 


192.  Theee  exsminatfona  are  announced  from  time  to  time  as  the  needa  of  the 
service  demand  and  are  deeig^ned  to  meet  the  requirements  of  the  poaitiona  to  be 
filled.  Eligibles  are  certified  to  vacancies  in  the  departmenta  at  Washii^ton,  or  in 
the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  Commiaaion  may  be  required  for  the  good  of  the 
service. 

Information  concerning  theee  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commisaion,  Washington,  D.  C.,  or  the  district  secretary. 

RURAL  DELIVERY  CARRIER. 

193.  EKaminatJons  for  the  podtioD  of  raial  carrier  will  be  held  aa  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  for  the  Bora!  Carrier  Examinatian, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  First  Civil  Service  District, 
Boston,  Mass. 

104.  The  age  limits  for  this  examination  are  18  and  55  years,  the  mazimam  limit 
being  waived  in  the  cases  of  honorably  discharged  United  States  soldiers  and  sailors. 
(Bee  sec,  20. ) 

FOURTH-CLASS  POSTMASTER. 

195.  On  November  30, 1908,  the  President  issued  an  order  placing  fonrth-clBss  post- 
masters in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachuaetta,  Rhode 
Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana,  Illinois, 
Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for  examination, 
applicants  for  this  poeitJon  are  required  to  be  at  least  21  years  of  age,  except  that 
women  are  eligible  for  examination  at  18  in  Stat«e  where  women  are  declared 
by  statute  to  be  of  full  ^e  for  all  purposes  at  18.  It  is  also  required  that  an 
applicant  must  reside  witliin  the  territory  supplied  by  the  poet  office  for  which 
application  is  made,  and  tiiat  be  shall  personally  conduct  the  office  if  appointed. 
Examinations  are  held  only  when  eligibtea  are  needed  to  fill  existing  or  contem- 
plated vacancies  in  the  States  named,  and  no  applications  are  received  until  the 
examinations  are  announced.  A  copy  of  tlie  rtgulations  governing  the  appointment 
of  fourth-class  postmasters  may  be  obtained  from  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary,  upon  request. 

list  DUt.] 
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DESCRIPTION  OP  EX:AMINATI0NS. 


(TUQoHloweiSbour..) 

Socond-gnide,  or  minor  elerlosl. 
(Tlnia     flowed,     PostOffice 
fierrlce,  1  boura;  other  Berv- 
lce».4|liouii.) 

Thlrd-gnde,  or  nibcleitotl. 
(Time  allowed,  S  honiB.) 

Subjects. 

II 

Subjecls, 

12 
II 

SnbjBota. 

if 

1 

16 

30 
20 

E.  Copying    from    plallt 

"■  ^SSSSpt™™""* 

B.  Copying    from    plftln 

■m 

e.  Geography    and    civil 

ICTnlled  Btklia  Keogin- 

■The  ECblect  ol  reading  addiesMa  Isgirea  as  subject  bIi  In  the  eiamli 


iglTenai 
•tU  Dnil 


in  torthePaet-OfflceScrr. 
ve  to  training,  experience, 

In  the  flrat^^rade  examination  competitora  who  fail  to  attain  a  rating  of  at  least  TO 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
lemainii^  snbjecta  of  their  esaminationa  will  not  be  rated.  , 

SPECIMEN  QTTESTIONS. 

FIRST-OBADB  KXAMTSATIOHS. 

1.  Spbluho:  Twenty  words  of  more  than  average  difficulty.  2.  AaiTHHEnc: 
Fundamental  rules,  fractions,  peroent^^,  iuteteet,  discount,  analysie,  and  statement 
of  ample  accounts.  3>  Penuanship:  Rated  on  lability,  rapidity,  neatoees,  and 
general  appearance,  i,  Bbpobt  writing;  Test  In  writingin  letter  form  a  report,  not 
more  than  200  words  in  length,  summarizing  and  arranging  in  logical  order  a  series 
of  facts  included  in  a  given  statement  of  400  to  500  words.  5.  Copvinq  and  coa- 
KBCTiNQ  manuscbipt:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  iuclndes  erasures,  mlBspelled  words,  errors  in  ayntax,  etc.    €•  Gboo- 

RiPBV  AND  CIVIL  OOVJEBXUENT  OP  THB  UniTBD  StaTBS. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 

character  oE  these  subjects; 

rint  Sublect— Spelling.— Spelling  is  dictsted  by  the  eiunlner.  The  words  sie  written  by  tbe 
competitor  !□  the  blank  spsccs  Indicated  an  the  first  sheet  ot  the  eismlnsUon.  All  words  shonld  be 
commenced  with  capltsl  letters.  The  examiner  pronounces  each  word  and  gives  Its  defiidtloD. 
The  competitor  la  required  to  write  only  the  word  and  not  Its  definition. 

Cj/iind^:  A  long  round  body.    Promissory:  Containing  &  promise;  as.  a  promissory  note-    Estent> 
Necessary  or  Indispensable.   Itlsc^rafbi^-  Apparent  or  visible-    Opportunity:  Adt  orconvenlent  tit 
DeixUful:  Folse  or  tricky.    Vtfertaa;  Respect  or  regard.    ImertUm:  The  act  of  placing  In;  as,  1 
Insertion  ot  an  advertisement,    fticUUalt:  To  make  easy;  aa,  to  facilitate  business.    Setmedady: 
city  of  the  United  States.    AdjaeiM:  Lying  near  or  bordering  on,    Sotirenir:  Alolienof  remembran 
Omading;  YieldlDg  or  gtving  up;  as.  conceding  a  point.    Lineage:  Line  of  descent  or  ancestry;  as, 
Of  royal  lineage.    Deleterkna:  HarTOfulorlnjurlous;a8,deletertoua  tohealth,    Borliaidal:  Onalevel. 
BiWmonii.- An egtatelnheritefl  from  one's  lather.  Certificate:  A  wrtttentefittmony^as.amarriagecettifl- 
cate.   KeMnroEr.-AplaceofEloiBge;  as,awBterrB8ervoIr.    iVirilcge;  Aright;  as.tbepnvllt^eoCvoting. 

Second  Subject— AilthmeUc—In  solving  problems  the  processes  should  be  not  merely  indicated 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  In  full.  The  answer  to  eaci 
problem  should  be  Indicated  by  writing  "Ans."  after  it. 

1.  This  question  comprises  a  lest  in  adding  numbers  crosswise  and  lengthwise.  There  are  neuall: 
threecolumnsof  about  twelve  numbers  each  lobe  added.  2.  Divide  47A  t<y  ^i,  multiply  thequotleni 
by3(,  and  to  the  product  add .  — .  - .   -  -     .-  —  .._.  ._.._.     . 
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o  give  his  Bon  an  annual  Income  ol  11.200,    What 
r  the  Civil  Bervlce  Commission  lor  tbe  fiscal  yeai 
mined.    If  34  per  cent 


wssthesum Invested!    4.  The  appropriatli 
ended  June  30, 1897,  was  tBS.SW.    During  that  year  SO.DOOi 

this  number  failed  to  pass,  and  lit  per  cent  of  those  wbo  passed  were  appointed,  what  yria  the  aver- 
age cost  to  the  Government  of  Bach  appointment?  A.  On  April  1, 1904,  Amos  Ward  owed  Graves  A 
Coon  t6S.90  on  account.  ApriM  he  sold  them  $8  barrels  potatoes  at  tZ. 75  per  barrel.  April  6  he  gave 
them  a  draft  upon  8an  FFanciscofor|l,S60,  which  they  accepted  at  ^  per  cent  discount.  Aprils  tbey 
sold  Ward  894  buahcia  corn  at  B4i  cents  per  bushel.  April  18  they  bought  of  him  2.960  feet  lumber  at 
(1,26  per  hundred  leet.  April  19lhey  sold  him  Mtdozenchalraat  90  cents  each,  April  aiWard  bought 
of  them  1.200  ^gs  at  14  cents  per  dozen.  April  2B  he  gave  them  a  note  (or  Vt,S20,  due  in  sixty 
days.   April  29  he  bougbtol  them  X,(eo  pounds  bay  at  tl6  a  loo.    Make  an  itemlied 

llBt  DlBtl  i:r,-|-f;;-,  VJI 


above  Bccount  u  It  ahorild  appear  tak^n  from  tbe  books  of  Ward;  make  e  proper  heading;  ctOBO 
the  account;  and  bring  dowD  the  balance  bb  II  should  hare  appeared  If  aj  1.  IWL 

Tbltd  Subject— Pemnani hip.— The  rating  on  penmaoahlp  will  be  detenniued  by  legibUUf, 
lapldit;,  neatness,  and  general  appearance,  and  b;  correetDees  and  unKoimltir  Jn  tbe  formallon  <d 
words,  letters,  and  punctuation  marks  In  the  exercise  of  the  louith  subject— report  wrt ting.  No 
particular  style  o(  penmanship  is  preterred, 

Fonrtb  Subject— Keport  Wrldnt.— In  Ibli  eierclse  the  competitor  is  given  a  looie  Matement  ot 
lacts.  400  to  500  words  in  length,  which  helstOBummariie  and  arrange  Into  a  logical  and  c<nuplete 
report  In  the  form  of  a  letter  of  not  more  than  100  wordi. 

This  exercise  is  designed  to  test  the  competitor's  ^Dowledge  of  limple  English  compodtloa  and 
his  general  intelligence.  Id  fating  the  report,  lis  erron  of  form  and  addren,  spelling,  capltallmtlcai, 
11,  and  style,  and  tbe  anangemeni,  coodseneM  and  completeness  ol  tbe  report 

.    . .     _       d  ComeUng  Uaniiscilpt,— Spelling,  use  of  capitals,  and  all  omls- 
Bions  ana  misioEes  will  be  taken  into  conslderaClon  In  rating  this  subject. 

Directioni  to  the  ampetitor. — Write  a  wrrMted  copr  of  tbe  mannscript  accompanTlng.  Correct  all 
enorsin  syntax,  spelling,  panctuation,  and  capitalization;  write  in  full  abbreviated  words,  etc.,  as 
Indicated.  Do  not  paraphrase  the  language  of  the  copy,  or  Insert,  omit,  or  modify  words,  phrases,  (^ 
— arks,  except  aamsi}  be  necessary  la " 
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Slxtli  SnDjeot — Oeogittjfliy  ana  Civil  Oovemmentoftlie  united  8t»t«s>— Qnes- 

UoDBl.  2.  and  Sol  thlsaDbJect  >ieongeogn,phro(  thetTnitcd  Btatesand  ara  aimllu  to  questions  1, 2, 
aad  4  ol  second-grftde  gecgisphy  as  abown  imder  that  nibjeat.  Qaestkim  *  and  fi  are  on  civil  gov- 
emmenl  ot  the  United  Slates.    The  tollowlDg  questlom  have  been  used: 

4.  (a)  How  are  justices  of  tbc  Supreme  Court  s.ppo1ntedT  (b)  How  man;  ameDdmesla  h&ve  been 
added  to  the  Constitution  of  tbe  Unl(«d  StatesT  S.  (a)  Suae  tiro  ways  in  whicb  a  bill  may  become 
a  law  without  the  President's  signature,  (b)  Name  the  following  oDclals:  Speakei  of  the  National 
House  oT  RepresentBllves]  Chief  Justice  of  the  United  Stales:  and  Becretarr  of  SUte. 

SBCOND-ORADB  BXAMINATIOK. 

1.  Spelling:  Tweoty wordaof avengedifflcultf  iQcommoDuse.  2.  Arithmbtic: 
Embraces  addition,  subtraction,  multiplicatioa,  and  divicdon  of  whole  nnmbere,  and 
common  and  decimal  fnictione.  3.  Lkttbb  wkitino:  Teat  in  the  uee  of  the  Knglisb 
language  for  business  correspondence.  4.  PKNtunsHip:  Marlied  on  legibility, 
rapidity,  neatness,  andgeneral  appearance.  5.  Copyino  fboh  plaihcopt:  An  exact 
copy  of  a  tew  printed  linee  iu  competitor's  handwriting.  6.  (Services  other  than 
Post-Office)  Gboobapht:  Queetjons  relating  to  the  boundaries  of  States  and  to  capi- 
tals, laigeet  cities,  rivers  and  other  bodies  of  water,  and  the  location  by  States  of 
prominent  cities;  (Poet-Offlce  Service)  Rbadino  Addbbsses, 

The  followii^  questions  and  tests,  which  have  been  used,  indicate  the  general 
diaracter  of  these  subjects: 

First SaDJeot—SpelllDK'—BpelUngiBdicUtedbjtbeeiaminer.  Thewordsaiewrittenbytbe 
■Kaopetihir  in  the  blank  spaces  Indicated  im  tlie  first  sheet  of  the  examlnaUoa.  All  words  sbould 
be  commenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  its  definition. 
The  competitor  is  required  to  write  onlr  the  word  and  not  its  deOnitlDn. 

Opponent:  One  who  opposes;  as,  a  political  opponent.  Fretidmt:  The  Chief  Executive  of  the 
United  States.  Qmqueror:  One  who  conquera.  Wltolaoiat:  Healthful;  as.  wholesome  food.  'AiMeiie; 
Togalnias.  Co  achieve  success.  IVii?ifue.- Quiet  or  peaceful,  JMoch:  To  separate  or  remove;  as,  to 
detach  a  leaf  from  a  boqli.  Eaptntive:  Very  costly.  Dtceate:  Iteath;  as,  a  person's  decease. 
NoticeoMe:  Worthy  of  notice;  as.  a  noticeable  occssion.  Satptctoiui;  Exciting  suspicion;  as,  a  sus- 
picious circumsUince.  Tenace:  A  raised  bank  ol  earth.  Rapping:  Making  a  number  of  quick  blows. 
Language:  The  speech  of  a  people;  as.  the  English  langna^.  Sdiedsle:  A  list  oi  Inventory;  as,  a 
schedule  of  prices.  Ti/ing:  Binding  or  fastening  with  a  cord.  Fnioar;  Low  or  mean.  Courte:  Away 
or  track ;  as.  a  race  course.  Salary.-  A  stated  allowance  paid  for  services.  CMcago:  A  city  In  tho 
United  States. 

Second  Sut>]eot--Arlt]inietl«.— In  solvlDg  proUems  the  processes  should  be  not  merely 
Indicated,  but  all  the  figures  nece»arr  In  solving  each  pioblem  should  be  given  In  lull.  The  an- 
swer to  each  problem  should  be  indicated  by  writing  "Ans."  alter  It. 

1.  Add  the  following,  and  from  the  sum  subtract  82,885,698  (here  will  be  given  a  short  column  ot 
figures).  2.  Multiply  T^  by  36.8,  and  divide  the  product  by  1.V2,  Solve  by  decimals.  8.  A  cairier 
can  assort  43  letters  or  37  papers  In  a  minute.  At  tbls  rate,  bow  many  hours  will  It  take  him  loanort 
3,G&5  letters  and  1S5  pounds  of  papers,  avera^ng  7  papers  to  the  pound?  i.  A  lot  which  was  S3  feet 
wide  and  IM  ieet  long  sold  for  (8,347.60,  which  was  one-lourth  more  than  It  cost.  What  was  the  cost 
per  square  foot?  B.  In  a  certain  mall  there  are2M  pounds  14  ounces  of  newspapers  weighing  at  tbe 
rate  of  3  papers  (o  every  7  ounces.    How  many  papers  are  there  In  the  mall?    16  ounces— 1  pound. 

Tblrd  Saltjeot— Iietter  writing.— The  competllor  Is  permitted  to  write  on  either  of  two 
subjects  given.    The  following  subject  has  been  used: 

Wr^te  a  letter  of  not  leas  than  1^  words  giving  your  views  as  to  the  advantages  derived  from  free 
public  libraries  In  the  principal  cities  of  your  State.  This  exercise  Is  designed  chiefly  to  test  the 
competitor's  skill  In  simple  English  composition.  Intalingthe  letter,  lis  errors  in  form  andaddreae. 
in  spelling,  capltAlixatlon,  punctuadou,  syntax,  and  style,  and  its  adherence  to  the  subject,  vrill  be 


FouEtb.  SubJect-'Pemnanalilp.— The  rating  on  penmansblp  will  be  determined  by  legi- 
bility, rapidity,  neatnera,  and  general  appearance,  and  by  correctness  and  unliormlty  In  tbe  lormi,- 
tion  of  words,  letters,  and  punctustlon  marks  In  the  exercise  of  the  subject  ol  copying  from  plain 
copy.    No  particular  style  of  penmanship  Is  preferred. 

Firtn  BuBJeot^COpymK  from  Plain  Copy N.  B.— Paragraph,  spell,  capitalize,  and 

punctuate  precisely  as  In  copy.  All  omlBsions  and  mistakes  will  be  taken  Into  consideration  In 
rating  this  Bubjccl. 

Make  an  exact  written  copy  of  the  following; 

No  recommendation  of  an  applicant,  compeliloi,  or  eligible  involving  any  disclosure  of  his  political 
or  rel^ousoplnlone  or  affiliations  Bball  be  received,  Bled,  or  considered  by  the  GommlBsion,  by  any 
board  oi  examiners,  or  by  any  nominating  or  BppoiiiUng  ofScei.  In  making  removals  or  reductions, 
or  In  Imposing  punishment  for  delinquency  or  misconduct,  penalties  like  In  character  shall  be 
Imposed  forllkeoSenses,  and  action  thereupon  shall  be  taken  lireepectlve  of  the  political  oi  religloua 
opbilons  or  affiliations  of  the  oflendets.  A  person  holding  a  posltloQ  on  tbe  date  said  pcsl- 
(Ist  DUt] 


tloD  la  clamlfled  nndei  the  dTU-mrlm  &et  ihkll  be  enHUed  to  kI)  tbe  rlglits  imd  beneQU  p< 
by  persons  of  the  nme  claw  or  grade  appointed  upon  eiBmlnatloii  under  the  provtelonsol  sold  act. 
SlztbSabJeot— I  ServloeBotberttiailPost-omoe)—GeOKEapb7.—N.B.— Competitors 
are  caatloDed  not  to  exceed  tbe  lequireraenti  of  the  questkma  In  theii  aamven,  as  the  full  value  of  a 
point  irlll  be  oharged  for  each  incorreet  point  In  the  answer. 

1.  NameSUtea  (or  Tenltoriea,  It  onrl.u  follows:  Two  which  border  Florida  on  tbe  north;  two 
which  border  Colorado  on  tbe  north;  two  which  border  New  York  on  the  east;  two  which  border 
WiBconslii  on  the  west;  one  which  borders  Oregon  on  the  north;  one  which  borders  New  nampshlre 
ODtbeetut.  9.  Name-  Tbelargertlwo  ilren  which  borderon  Kentucky;  tbe  laiKeattwo  lakes  which 
border  un  Michigan;  tbelaigeal  twoMxmdaon  the  coast  of  North  Carolina:  tbe  two  bodies  of  water 
which  the  Niagara  River  connects;  a  rlTcr  which  bordeis  on  Nevada;  the  river  on  which  Omalu  Is 
ettuBted.  3.  (a)  Nome  the  c^lol  of  each  of  the  following-named  Btates  (oi  Tenitorlu,  If  an;): 
Washington,  Mlelilgan, Arkansas,  Marylaod,  MaSMehnsetls;  (b)  Nametbe  most popnJonscityln  each 
of  the  following-named  States  {or  TerrltoileB,  It  any);  Ponnsrlvonla,  Oregon,  Vermont,  Lonlsiano, 
Illinois,  i.  In  what  State  (oi  Terrltorr.  if  any)  li  each  of  the  tollowlog-named  prominent  dtles 
located:  Asbeville.  Trinidad,  AmsMidam.  FlndUr,  Lrnobbniii.  Sedollo,  Walla  Walla,  Keene,  Uocon, 
Superior, 

Slitli  Subject— (Pa«t-ome»  8em«e)~-Bea<llnK  Aaajcwaco.— This  exercise  eonslsis  of 
tbe  reading  of  a  number  <rf  written  addttnes,  which  are  photolf  tbegtapfaed  on  one  sheet.  A  second 
sheet  is  famished,  which  oontMnl  the  same  addreneo.  these  addrasn  being  printed  and  containing 
enoiB  of  ominlon,  sabstltiitlon,  <n  insertion.  The  competllor  is  required  to  tndloale  tbe  errors  In 
each  printed  addrem  by  drawing  a  line  below  tbe  word  with  pencil,  Uius,  Wllam  lor  William,  in  any 
portion  of  a  printed  address  which  te  not  a  correct  copy  of  the  written  address.  Be  should  not  draw 
a  line  through  the  incorrect  word  nor  write  the  correct  word  over  it.  He  should  indicate  any  words, 
Ogurea,  or  initials  omitted  on  the  printed  sheet  by  the  nse  of  a  caret,  thns.  A,  bat  BHODLS  NOT 
Indicate  tbe  omlBilon  or  substitution  of  a  paitlcnlir  letter  in  a  word  by  tbe  ose  of  a  caret  Words 
abbreviated  In  the  written  address,  but  printed  In  lull  Id  the  printed  address,  are  r^aided  as  conecl 
If  the  correct  words  are  printed.  DiSerences  in  punctuation  or  capltalliatlon  are  not  ngarded  aa 
erroTS.  All  competitor  will  be  started  at  a  given  signal  and  will  be  stopped  together  at  the  end  of 
ten  (10)  minutes.  The  rating  will  be  determined  on  aecnraey  only. 
The  following  are  illnstrations  of  the  metliod  which  should  be  pnrsoed  in  Indicating  errors: 
WRITTEN  ADDBEeS-CORRSCT. 


D  ADDRESB—WITH  ERRORS  NOTED. 
Theodore  M.  llartin,  Foieman,  A  Water  Works, 
HIjthRoad,  Grand  Forks,  North  Dakota. 
WKITTIN  ADDRIBS-CORRECT. 


PRINTED  ADDRESS— WITH  ERBOBS  NOI 
Major  A  A.  T.  Chandler, 
PMt  Thompson,  Alden  County,  Alabama. 
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THIRD -OB  AS  B  EnCAMINATIOIf. 

1.  Spelling;  Twenty  eimple  words  in  ordinary  use.  2.  AsiTHM^nc:  Embraces 
addition,  Bubtraction,  multiplication,  and  divieion  of  whole  niimberB  and  of  United 
Stat«e  money.  3.  LmsB  writing:  Test  in  the  use  of  the  English  lat^o^e  for 
bosineee  correepondence.  4>  Pbnhanship:  Marked  on  legibility,  rapidity,  neatness, 
and  general  appeanmce.  5.  Copying  fbom  plain  copy;  An  exact  copy  of  a  few 
prints  lines,  in  competitor's  handwriting.     6.  Tbajhino,  Eipebibmcs,  aub  Fitmssb. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

First  Snbjeot— Spelling.— Spellli^  ia  dict&ted  by  the  eiuulner.  The  wocds  are  viitten  by 
the  campetllor  in  the  blank  spttcea  Indicated  on  the  flnt  eheet  ol  the  eiaminatioa.  All  woids  Bhoald 
be  commenced  with  oapllal  letleis.  The  eiunioer  prononncn  each  word  and  glTca  lis  deflniUon. 
The  GODipetltor  Is  required  to  write  only  the  word  and  not  Ita  deflidtloa. 

Sugar:  A  eweet  subataoce  niade  troni  the  Juice  ol  the  sugar  cane.  Fledge:  Something  given  oa 
security.  Ctuhier:  One  who  hoH  charge  of  money  In  a  hvik.  Figure:  A  mark  repreeentiii^  a  num- 
ber. Carrying:  Conveying  or  transporting  in  any  way.  BreaiUh:  The  measure  from  side  to  side. 
SAtet:  The  amount  of  paper  made  In  one  body  or  piece:  as.  a  sheet  ol  paper.  EatUy:  In  an  easy  man- 
ner. FVimiitr:  The  border  or  limits  of  a  coQutry.  I^ietue:  The  state  or  quahty  cf  being  patient. 
Chiat:  The  act  ol  gaesBiugi  as,  to  guess  at  one's  weight  Threat-  The  act  of  threatening;  as,  to  make 
a  threat.  Diamand;  A  preclona  gem.  VitO:  To  go  Co  see:  as,  to  vUiC  a  friend.  Repair:  To  mend  or 
make  over;  as,  to  repair  clotfaee.  Peapie:  The  body  of  persons  composing  a  nation;  ss,  the  Ajnerican 
people.  Segaire:  To  be  In  need  of ;  as,  (o  require  money.  Oreaie:  Soft  animal  fat.  AatiBer:  To  reply 
to:  as.  to  answer  a  letter.    Exitl:  To  live:  as,  to  exist  in  poverty. 

Seoona  Sttlyect— AMtJunetiC— In  solving  problems  the  processes  should  be  not  merely 
Indicated,  but  all  the  figures  necesary  In  solving  each  problem  should  be  given  in  full.  The  answer 
taeach  problem  should  be  Indicated  by  writing  "Ans."  alter  it. 

1.  (This  question  will  consist  of  a  short  column  of  SKures  to  be  added.)  8.  Divide  2,40S,58S  by 
4,732.  8.  Multiply  8,613  by  600,  and  then  subtract  W,T4«.  «.  A  merchant,  who  spent  t22S,  bought  «S 
pODDds  ol  butter  at  30 cents  per  pound,  84  barrels  of  apples  at  12.25  per  barrel,  and  spent  the  remainder 
ior  coffee.  How  much  did  he  spend  lor  coOee?  5.  During  the  month  ol  August  150,000  bushels  of 
wheat  were  shipped  from  a  certain  port.  During  September  87,960  more  bushels  were  shipped  than 
during  August.    What  was  the  lota!  number  of  bushels  shipped  In  the  two  months? 

Tbird  8abjeot--Iiett«F  Writing*.— The  competitor  is  permitted  to  writs  on  either  ol  two 
subjects  given.    The  following  subject  has  been  used: 

Write  a  letter  containing  not  less  than  100  words  stating  someol  the  advantages  now  derived  by 
mankind  (nan  the  art  of  prinHng.  This  exercise  is  designed  chleSy  to  l«st  the  competitor's  skill 
in  simple  English  composition.  In  rating  the  letter,  its  errora  in  form  and  a4dress,  in  spelling,  capl- 
talliatlon.  punctuation,  syntax,  and  style,  and  lis  adherence  to  the  subject,  will  be  considered. 
,  I^iurtli  Subject— Pemnanabl p.— The  rating  on  penmanship  will  be  determined  by  legi- 
bility, rapidity,  uestnms.  and  general  appearance,  and  by  correotQees  and  uniformity  In  the  forma- 
tion of  words,  letters,  and  pDnctnalion  marks  In  the  exercise  of  the  fifth  subject — copying  frOin  plain 
copy.    No  particular  style  of  penmanship  is  preferred. 

PUtn.  Subject— copying  from  Plain  Copy.— N.  B.— l^regrapb,  spell,  capitalize,  and 
pnnctnate  precisely  as  In  the  copy.  All  omlasiona  and  mistakes  will  be  taken  Into  consideration  In 
rating  this  subject. 

JtaJx  an  exact  wrUleB  copgoftliefoUoviing: 

The  present  postal  policy  is  to  carry  newspapers  In  some  cases  free,  and  in  all  other  cases  at  much 
lower  rates  of  postage  than  is  charged  forletlen;  the  one  being  tor  the  public  weal,  while  the  other 
Is  for  private  benefit.  II  the  lel^raph  becomes  a  part  of  the  service,  It  will  Btlil  be  the  duty  of  the 
Department  to  transmit  telegrams  for  the  pretB  at  mnch  lower  rates  than  for  private  individuals. 

BRZXIF  OUTUNE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  soon  as  piacticable  after  an  examination,  the  papers  of  the  competitors  are 
rat«d  and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  fiul.    The  following  is  a  brief  outline  of  the  rules  for  rating: 

Brn.Ea  fob  bating  bfbluho.  From  100 

deduct— 

1,  For  each  error  in  spelling  when  the  eientise  consislsof  30  words t> 

2.  For  each  error  in  capitalization 1 

S.  INjr  each  failure  to  use  or  for  each  wrong  ose  of  the  hyphen  and  for  each  Improper  dlvi- 

sloD  of  a  word  into  a  componnd  woid  when  required  to  be  written  aolld 3 

[Ist  Dlst.) 
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Piom  lOD 

1.  For  each  wrong  proceiS,  producing  incoireol  result,  In  propoitlan  to  the  number  of  stepg 

Involved  and  gravity  of  arror 10  to  100 

2.  Foi  decimal  em>r  and  for  each  evasion  of  a  decimal  or  common  fraction  test IE 

5.  For  each  error  In  computation  or  In  copying  liom  tbe  prlnled  qneatlon  or  from  work 10 

4.  For  minor  errors,  mcb  t£  wrong  indication  of  a  correct  proceea,  incorrect  or  inconfllHlent 

pnnotnatlan,  improper  me  of  eymbols  of  dedgnUlon,  Improper  or  Incorrect  designation 

ol  a  partial  oi  final  result,  etc Sto  10 

6.  For  failure  losbov  work  aa  required  In  Bolntion  of  problems 2titO  7fi 

KOT.W  FOB  BITIHO  LETTKB  irBITINa. 

In  rating  the  letter,  lis  enon  in  form  and  address.  In  spelling,  capitalization,  pnnctuatlon,  syntax, 
and  style,  and  its  adtierence  to  and  treatment  ol  the  subject  given  are  conddeied.  and  Its  value,  in 
the  judgment  ol  the  eiamiuen,  determined  on  a  scale  of  100. 

la  determining  tbe  rating  lor  letter  vrliing  it  is  proper  lor  the  examiner  to  be  guided  Id  a  general 
way  by  tbe  following  scheme:  Eieellent,  9ft  to  M;  good,  90  to  SO;  lair,  80  to  70;  cwdinary,  TO  to  SO; 
poor,  fiO  to  GC^  very  poor,  W  to  25;  practically  worthless.  35  to  0. 

In  general,  In  addition  to  conciseness  and  completeness  of  the  sununaiy.  the  same  elemend  will  be 
considered  in  rating  this  subject  as  are  conddared  in  rating  letter  writing,  and  tbe  rMtngs  will  be 
determined  npon  practically  the  same  basis. 


Penmanship  is  rated  according  to  Its  value  on  a  scale  of  1001  In  determining  the  rating.  I^iblllty 
rapidity,  neatneas,  and  general  appearance,  as  well  as  correctnen  and  uniformity  In  the  formatloiiol 
words,  letters,  »nd  punctuation  marks,  are  considered,  and  11  is  proper  for  examiners  to  beguEdedln 
a  general  way  by  tbe  tollowing  scheme:  ExccUenl,  M  to  85;  very  good,  85  to  80;  good.  SO  to  T5;  ordi- 
nary. 75  to  70;  poor.  70  to  65;  very  poor,  86  WW;  below  the  grade  of  "very  poor,"  60  to  10. 


From  100 


1.  For  each  word  or  flgnre  omitted,  repealed,  snbslltuled,  or  improperly  Inserted 

Z.  For  each  enor  in  qielling.  lOr  each  ttanspoaitlon,  lor  each  abbreviation  not  in  the  copy,  lot 
each  (allure  to  capitalize  according  to  copy,  for  each  failure  to  punctuate  according  tc 
copy,  for  each  iaiiore  to  Indent  margin  as  In  copy,  for  each  error  in  paragiapliing,  and 
for  Irregularity  In  left-hand  margin — 

B.  For  each  misdivlslon  of  a  word  at  the  end  ol  a  line,  toreachomhelonoriniproperuBeof  the 
hyphen  In  dividing  a  word  at  tbe  end  of  a  line,  for  each  word  altered,  interlined,  or  caO' 
celed.  for  each  blot  or  minor  erasure,  11  not  neat 

1.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  charges  are  made  In  tbi 


tr  OBADi.       From  100 
deduct— 

1.  For  each  error  in  spelling  (only  one  charge  to  be  made  for  tbe  repeated  misspelling  ol  tbe 
same  word  In  the  nme  manner) ;  for  each  error  in  syntax  (no  charges  to  be  made  for  conse- 
quential errors) ;  for  each  word  omitted.  Inserted,  or  substituted  which  avoids  a  test  or  causes 
an  essential  cbange  In  meaning;  for  fallnre  to  write  any  transposition.  Insertion,  or  incto- 
sure  as  Indicated;  for  restoring  a  word  or  words  canceled  In  the  copy  (only  8  to  be  charged 
for  restoring  any  group  of  words  canceled  together  In  copy);  for  each  important  word 
omitted  from  a  phrase  or  other  group  of  words --^.--  8 

2.  For  making  any  transposition  of  a  word  or  group  ol  words  not  Indlcalod;  tor  each  abbre- 
viation; for  Irr^nlartty  In  left-hand  margin  (in  each  ol  the  three  cases  Indicated  according 

to  gravity  ol  error) ItoB 

3.  For  writing  part  of  tbe  exercise  and  then  commencing  again;  lor  signing  name e 

4.  For  each  change  In  tense  or  number  which  does  not  result  Id  an  error  ol  syntax  or  radical 
change  In  meaning  (only  one  charge  to  bemsdeforaCiHislstentBequence  of  changes);  lor 
each  word  omitted,  inserted,  sabstltuted,  or  repeated  which  does  not  avoid  a  test  or  cause 
an  essential  change  In  meaning:  tor  each  error  in  capltallzatloD,  punctuation,  indentation, 
paragraphing,  or  In  division  ol  words;  lor  each  omission  of  the  hyphen  or  for  placing  It  at 
the  beginning  of  the  line  Instead  olat  the  end  of  the  preceding  line  (total  charges  la  either 
casenot  to  exceed5);  for  stenographic  periods  (only  one  charge  in  exercise);  for  each  blot, 
each  word  interlined  or  canceled,  ouih  alteraUon  or  erasure  If  not  neat  (not  more  than  B  to 
be  charged  lor  any  one  InlerlineatioQ,  cancellation,  aller»tIon,  or  erasure);  lor  omiltlilg  an 
unimportant  word  from  piirases  or  other  groups  of  words;  for  the  omission  or  Insertion  of  a 
stroke  in  a  letter 1 

B.  For  paraphrasing  the  language  of  the  text,  according  to  gravity  ol  error fttolOO 

list  DlBt,] 


In  rating  Chli  mbject  each  uuirer  la  rated  Id  the  jadgment  of  the  eiualoen  ftccordlng  to  lU  value 
onaacaleoflOO. 

When  the  qnettloii  reqnliea  In  the  ansirer  ■  RpecIBed  nnnibet  of  Btstea,  citiea,  rlTen,  or  bodlea  of 
water,  etc..  aod  the  answer  contains  a  greater  number  Chan  Is  required  tty  the  qoeatlon,  each 
incorrect  part  or  point  shall  be  charged  the  value  at  a  required  part. 


la  subject  Is  for  accuraey  only.   A  charge  of  2  i 

m  the  printed  aheetwhen  compared  with  the  o 
I  the  nun  of  the  emrrs  thos  foaiMl  and  IDS  Is  tb 


made  for  each  error  or  omlegloD  In 
rrect  wrlneo  address^  given.  The 
I  nting  on  (his  lubject. 


h  answer  will  be  rated  In  the  Judgment  of 


le  euunlners  according  M  Its  value  oi 


In  rating,  e« 

When  the  qoeatlon  requires  in  the  answer  a  spedBed  nnmber  of  pans  or  polDts.  and  the  i 

given  Includes  a  greater  number,  each  Incorrect  part  or  point  ahall  be  charged  the  valu 
reqidled  part. 


By  order  of  tlie  Coram  isBion: 


^  PreiidenL 


:.vGoo<^Ic 


ii.Gooi^Ic 


ii.Gooi^Ic 


I 


^ 

■Got-jgic 


use:  this  blank  WOEN  WBITINO  fob  APPLICATIOir 
FORM. 

Persona  desiring  to  be  examined  for  any  o(  the  poeitionB  referred  to  in  this  pani' 
phtet  should  first  read  carefalljr  the  instructions  contiuned  therein,  as  application 
forms  are  onl^  issued  and  accepted  for  certtun  examinations  between  dates  specific- 
ally shown  in  the  pamphlet,  and  for  others  only  when  examinations  are  required  to 
meet  the  needs  of  the  service.  If  an  examination  is  to  be  held,  the  blank  foim 
below  should  be  torn  off,  filled  out,  and  muled  to  the  district  secretary. 

FoEM  1372— Bequest, 
(October,  1912.) 

191    , 

Sbcbitaby,  First  Cith.  Bbbvicb  DmRicr, 

BcMton,  Mati. 

Please  mail  to  the  address  given  below  application  form ,  in  order  that 

I  may  take  the 


Address,  . 


),.vGoo<^Ic 


,,4go 


Google 


Uethod  of  ratlDET.— The  Dietfaod  of  rating  the  subjects  of  the  esamlnatlon  Is  as 
follows : 

pHYsrcAL  ABiLiTV.— BiitiiLg  Is  bnB»3  on  the  medical  certiflcote  filpd  with  the 
■ppUcatlon.  Aa  applicant  without  apparent  physical  disqualification  Is  rated 
at  98  per  cent  for  this  element.  For  physical  defects  which  may  Impair  his 
efficiency  proportionate  deduction  is  made  from  9S  according  to  the  nature  of 
the  defects. 

TBAin^iNo,  EXFEBiENCB,  AND  FITNESS. — Thls  subject  iB  rated  upon  the  state- 
ments made  by  the  applicant  la  his  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  Is  given  to  the  date,  length,  quality,  and  char- 
acter of  the  experience  shown,  and  special  consideration  Is  given  experience 
which  Is  continuous  and  recent  Persons  executing  vouchers  and  named  as 
reterenceB  must  have  linowledge  of  the  applicant's  work ;  otherwise  they  will  be 
considered  as  Incompetent.    Competent  vouchers  and  references  are: 

(a)  An  officer  or  memt)er  of  the  Arm  or  corporation  by  which  the  applicant 
has  been  employed. 

(b)  A  foreman,  overseer,  superintendent,  or  instructor  under  whom  the  appli- 
cant has  been  employed. 

(c)  A  fellow  workman. 

id)  Any  person  engaged  in  the  same  trade  or  occupation;  that  is,  an  engineer 
\B  competent  to  vouch  for  another  engineer  or  a  fireman,  but  a  ^oenmker  or 
blaclcamith  is  not  competent  to  vouch  for  a  carpenter  unless  he  has  employed 
him  as  such.    Any  employer  la  a  competent  voucher. 

Statements  regarding  experience  should  Be  clear  and  complete. 

The  Commission  may  in  Its  discretion  call  for  such  additional  evidence  of 
qualifications  or  capacity  as  it  may  deem  necessary,  but  no  recommendations 
other  than  those  called  for  by  the  Commission  will  be  considered. 

Certification. — In  filling  vacancies  in  positions  for  which  applications  are  filed 
with  the  district  secretary,  certification  will  be  made  of  eligibies  readily  avail- 
able for  employment;  in  other  words,  of  those  who  live  in  the  place,  or  In  thi^ 
viciaity  of  the  place,  of  employment  and  of  those  who  present  themselves  to  a. 
member  of  the  local  board  of  civii-service  examiners  (or  to  the  employing  officer 
when  there  Is  no  local-board  member)  at  the  place  at  which  employment  is 
desired.  Aa  eligible  who  does  not  live  at  the  place  where  he  desires  emploj' 
ment  will  not  be  certified  for  appointment  there  until  he  has  personally  appeared 
before  a  member  of  the  local  board  of  examiners  or  the  employing  officer  uc 
that  place,  has  secured  a  certificate  from  the  board  member  or  the  employiii;^ 
officer  showing  the  date  on  which  he  appeared,  and  has  filed  such  certificate 
with  the  district  secretary.  In  this  connection  vicinity  is  defined  as  the  terri- 
tory within  the  usual  commuting  distance.  An  employing  officer  is  the  official 
in  chaise  of  an  office  or  other  establishment. 

In  filling  vacancies  in  positions  for  which  applications  are  filed  with  local 
boards,  the  procedure  outlined  In  the  preceding  paragraph  will  be  followed, 
except  that  an  eligible  must  send  to  the  secretary  of  the  local  board  of  civil- 
service  examiners  tor  the  engineer  district  in  which  employnieot  is  deslre>l. 
and  not  the  district  secretary,  the  certificate  showing  tliat  he  personally  appeari' ' 
before  the  board  member  or  the  employing  officer.  In  case  the  seci-etary  of  tl  ■ 
board  is  located  at  the  place  where  employment  is  desired,  the  eligible  should 
personally  appear  before  the  secretary. 

When,  after  due  opportunity  for  examination  has  been  afforded,  the  number 
of  eilgibles  qualified  for  a  place  of  employment  is  insufficient  to  meet  the  needs 
of  the  service,  eligibies  registered  for  the  nearest  other  place  of  employment 
will  be  certified. 

By  direction  of  the  Commission  ; 

John  C.  Black,  PreHdent. 

o 


ogle 


4.  Bsamlnatlone  for  certain  positions  not  named  In  paragraph  2  of  this 
section  will  be  held  only  when  eligiblea  are  needed  and  will  be  duly  annouoced 
by  the  district  secretary.  Applications  for  these  positions  will  be  accepted  only 
after  the  announcement  of  examinations. 

SEC.  II.  EXAMINATIONS.  ENGINEER  DEPAHTMBNT  AT  LARGE. 

1.  For  certain  portions  In  the  Engineer  Department  at  Large  which  are  not 
nnmed  in  paragraph  2,  section  I,  applications  may  be  Qled  at  any  time  with  the 
secretary  of  the  local  board  of  civll-servlce  examiners  for  the  engineer  district 
in  which  employment  is  desired.  Local  engineer  boards  are  located  as  follows: 
Cnstombouse,  Baltimore,  Md. ;  Customhouse,  Norfolk,  Va. ;  Southern  Building. 
Washington,  D.  G ;  Post  Office.  Wheeling,  W.  Va. ;  Post  Office,  Wilmington.  N.  C. 
The  cities  named  are  the  headquarters  of  engineer  districts. 

2.  Positions  for  which  applications  are  received  at  any  time  by  the  local 
engineer  boards  are  as  follows;  Mechanical  trades  not  enumerated  in  paragraph 
2,  section  I ;  blaster,  boarding  master,  brakeman,  bridge  tender,  cement  tester, 
cement  worker,  concrete  flnlsher.  cranesman,  dam  and  valve  tender,  diver,  fore- 
man, tort  keeper,  gardener,  gauge  reader,  handyman,  helper  (with  prefix  Indi- 
cating the  character  ot  the  service  rendered,  as  "  engineer's  helper,"  "  general 
mechanical  helper."  etc.),  Inspector,  Janitor,  leadsman,  llghtkeeper,  linesman, 
locomotive  engineer,  lockman,  lockmaster,  marine  gasoline  engineer,  overseer, 
pilot,  powderman,  receiver  of  materials.'  rigger,  sawyer,  shipkeeper  {who  may 
■perform  the  duties  of  watchman  on  or  in  connection  with  vessels  and  Other 
floating  plant),  steersman,  steward,  storekeeper,  striker,  surveyman*  (who  may 
I>erform  the  duties  of  recorder,  transltman,  levelman,  rodman,  chaliimau,  and 
the  like),  surveyor,'  telegraph  and  telephone  lineman,  trackman,  truckman. 

3.  For  tbe  positions  in  the  Engineer  Department  at  Large  enumerated  In 
the  preceding  paragraph,  eiamluations  are  held  quarterly  on  or  about  Janu- 
ary 1.  April  1,  Jnly  1,  and  October  1  of  each  year.  Application  and  examina- 
tion Form  1800  is  required,  and  may  be  obtained  from  the  local  engineer 
)>oard  at  any  of  the  places  named  in  paragraph  1  of  this  section,  or  from  tbe 
aeci-etary  of  the  Fourth  Civil  Service  District,  Washington,  D.  C.  To  receive 
consideration  for  any  particular  quarter,  applications  must  be  received  by  the 
local  engineer  board  not  later  than  tbe  15th  of  the  month  preceding  the  begln- 

-  nlng  ot  tbe  quarter.  New  names  will  be  entered  upon  tbe  lists  ot  ellglbles  only 
on  the  dates  at>ove  named,  unless  a  particular  list  of  ellglbles  should  become 
exbaiisted  aud  the  needs  of  tbe  service  should  require  that  names  be  entered  on 
that  list  on  another  date. 

4.  Examinations  for  positions  in  the  Engineer  Department  at  Large  which 
are  not  named  in  paragraph  2  of  this  section  or  in  paragraph  2  of  section  I 
will  be  held  only  when  ellglbles  are  needed,  and  will  be  duly  announced  by  the 
local  engineer  boards.  Applications  for  such  positions  will  be  accepted  only 
after  tbe  announcement  of  examinations. 

SEC.  III.  DESCRIPTION  OF  EXAMINATION. 
The  examination  for  all  positions  covered  by  this  circular  consists  of  the 
subjects  mentioned  below,  weighted  as  indicated : 

Subjects.  Weight  >. 

Physical  ability 40 

Training,  experience,  and  fitness 60 

Total 100 


SEC.  IV.  AGE  LiMira 

1.  The  age  limits  (or  tie  different  branches  of  the  service  are  as  follows; 
Cuatodlan  Service,  18  to  56  years;  Engineer  Department  at  Large,  18  years 
or  over ;  Quartermaater  Corps,  20  to  50  years ;  otber  branches,  20  years  or  over, 

2.  In  the  Custodian  Service  the  age  limits  are  waived  in  the  case  of  honor- 
abty  discharged  eoldiers  and  sailors  of  the  Civil  War,  and  in  all  branches  of 
tbe  service  the  age  limits  are  wai%ed  in  the  case  of  persons  honorably  (lis- 
chained  from  the  military  or  naval  service  of  the  United  States  by  reason  of 
iiialHlilj/  resulting  from  viounds  received  or  »ickness  incurred  In  the  line  of 
iutn. 

SEO,  V.  METHOD  01'  RATING. 

L  The  method  of  rating  the  subjects  of  tlte  examination  Is  as  follows: 
FhjiHcal  a 6fH(i/.— Rating  is  based  upon  the  medical  certificate  Bled  with  the 
application.  An  applicant  without  apparent  physical  disqualification  Is  rated 
at  98  per  cent  for  this  element.  For  physical  defects  which  may  impair  his 
efttcieDcy,  proportionate  deduction  Is  made  from  98  according  to  the  nature  of 
the  defects. 

Traininff,  experience,  and  fttneat. — This  subject  is  rated  apon  the  statements 
made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and 
references.  Consideration  is  given  to  the  date,  length,  quality,  and  character 
■  of  the  experience  shown,  and  special  consideration  Is  given  esperlence  which 
Is  continuous  and  recent.  Statements  regarding  experience  ^ould  be  clear  and 
complete.  Persons  executing  vouchers  and  named  as  references  must  have 
knowledge  of  the  applicant's  work ;  otlierwlse  they  will  be  considered  as  incom- 
petent.   Competent  vouchers  and  references  are ; 

(a)  An  officer  or  member  of  the  firm  or  corporation  by  which  the  applicant 
has  been  employed. 

(6)  A  foreman,  overseer,  superintendent,  or  instructor  under  whom  the  appli- 
cant has  been  employed, 

(e)  A  fellow  workman. 

(d)  Any  person  engaged  In  the  same  trade  or  occupation;  that  is,  an  engineer 
Is  competent  to  vouch  for  another  engineer  or  a  fireman,  but  a  shoemaker  or 
blacksmith  is  not  competent  to  vouch  for  a  carpenter  unless  he  has  employed 
him  as  such.    Any  employer  is  a  competent  voucher. 

2.  In  any  of  these  examinations  the  Commission  may,  in  its  discretion,  call 
for  such  additional  evidence  of  qualifications  or  capacity  as  It  may  deem  neces- 
sary, but  no  recommendations  other  than  those  called  for  by  the  Commission 
will  be  considered. 

SEC.  VI.  BIJGIBILITT  AND  CERTIFICATION. 

1.  After  the  papers  of  an  examination  have  been  rated,  the  names  of  the 
ellgiblea  are  entered  upou  the  register  in  the  order  of  the  averages  attained. 
Au  average  percentage  of  not  less  than  70  is  required  in  order  to  become  eligible 
for  appointment,  except  in  the  case  of  persons  honorably  discharged  from  the 
United  States  military  or  naval  service  Try  reason  of  diaahilitv  resulting  from 
tcounds  received  or  sickness  incurred  in  the  line  of  duty-  The  names  of  such 
persons  whose-  claims  for  preference  have  been  allowed  by  the  Civil  Service 
Coinmisslon  and  who  attain  an  average  of  not  less  than  65  will  be  placed  at 
tbe  bead  of  the  eligible  register. 

2-  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name 
upon  tbe  register. 

3.  The  names  of  the  highest  three  ellgibles  on  tbe  appropriate  register  having 
tbe     requisite  qualifications  are  certified   for  each   vacancy.     Unless   sooner 


selected  for  appointmeat,  ao  eligible  will  be  entitled  to  three  certi  Beat  Ions  for 
appointment  to  each  nominating  or  appointing  officer  In  each, service  for  whjch 
he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certifled  for  filling 
B  vaeancy  In  a  poslllon  the  entrance  salary  of  which  Is  substantially  less  than 
that  specified  by  the  eligible  as  being  acceptable, 

4.  In  filling  vacancies  In  positions  for  which  applications  are  filed  with  the 
district  secretary,  as  provided  in  paragraphs  2,  3,  and  4,  section  I,  certifica- 
tion will  lie  made  of  ellgibles  readily  avaliable  for  employment;  that  Is,  of 
(hose  who  live  in  the  place,  or  in  the  vicinity  of  Ihe  place,  of  employment,  and 
of  those  who  pn'sent  themselves  to  a  member  of  the  local  board  of  civil-service 
examiners  (or  to  the  employing  olHcer  when  there  is  no  local-board  member) 
at  the  place  at  wlilcti  employment  is  desired.  An  eligible  who  does  not  live  at 
Ihe  place  wheri.'  he  desires  employment  will  not  be  certified  for  appointment 
there  until  he  has  personally  appeared  before  a  member  of  the  local  board  of 
examiners  or  the  employing  officer  at  that  place,  has  secured  a  certificate  from 
the  board  member  or  the  employing  officer  showing  the  date  on  which  he  ap- 
peared, and  has  filed  such  certificate  with  the  district  secretary.  In  this  con- 
nection vicinity  is  defined  as  the  territory  within  Ihe  usual  commuting  distance. 
An  employing  officer  is  the  official  in  charge  of  an  office  or  otlier  establishment. 

5.  In  filling  vacancies  In  positions  for  which  applications  are  filed  with  local 
boards,  as  provided  In  section  TI,  the  procedure  outlined  in  paragraph  4  of  this 
wction  will  be  followed,  except  that  an  eligible  innst  send  to  the  secretary  of 
the  local  board  of  civil-service  examiners  for  the  engineer  district  In  which 
employment  is  desired,  and  not  the  district  secretary,  the  certificate  showing 
that  he  personally  appeared  be^'ore  the  board  member  or  the  employing  officer. 
In  case  the  secetary  cf  the  bonrd  Is  located  at  the  place  whiTe  employment  is 
desired,  the  eligihle  should  pers.inaily  appear  before  the  secretary. 

6.  When,  nfttr  due  opportunity  for  examination  has  been  afforded,  the  num- 
ber of  eliglhlea  qualified  for  a  place  of  employment  In  accordance  with  para- 
graphs 4  and  S  of  this  section  is  insufficient  to. meet  the  needs  of  the  service, 
ellgibles  roistered  for  the  nearest  other  place  of  employment  will  be  certifled. 

SEC.   VII.    INFORMATION   CONCERNING   OTHER   SERVICES. 

Form  1250,  containing  information  relating  to  examinations  for  mechanical 
trades  and  other  noneducatlonal  positions  In  the  Departmental  Service  at  Wash- 
igton,  D.  C.|  and  in  the  Indian  Service  may  be  obtained,  upon  request,  from  the 
secretary  of  the  Fourth  Civil  Service  District,  Washington,  D.  C.,  or  from  the 
United  States  Civil  Service  Commission,  Washington,  D.  C. 

SEC.  VIII.  EDUCATIONAL  EXAMINATIONS. 

Manuals  of  examinations,  containing  information  relative  to  positions  filled 
by  examinations  which  Include  mental  tests  in  the  Departmental  Service  at 
Washington,  D.  C.,  and  in  the  Field  Service,  may  be  obtained,  upon  request,  from 
the  secretary  of  the  Fourth  Civil  Service  District,  Washington,  D.  C,  or  from 
the  United  States  Civil  Service  Commission,  Washington,  D.  C. 

By  direction  of  tlie  Commission: 


(y  PretUi 


(r)  The  following-named  podtions  in  certain  field  branches  of  the  m 
[■■ce. 


Oflca  depatr  ValtM  SUtN  Banhsl,  De- 
partment ol  lostlce 

Matna,  Inunigntlan  Bervlce 

Jailor  iitefsMrr  hdpw.  Bureau  of 


HageilBeatleBdeat  at  UW  navy  yard 

■•ehaaleal  aapreatlce  diafUMaa  aad 
eoaylit  dranBaaa^  EDcfaecr  I>epaitmeiiC 

Mecl^^i'i 


Additional  podtions  may  be  included  in  the  Third  District  organization  when  the 
conditions  of  the  service  make  sach  additions  dedrable  and  piaclieahle. 

4.  All  civil-service  work  pertaining  to  the  podtions  named  in  section  3  is  imder  the 
direction  of  a  district  secretary,  subject  to  the  sapervidon  of  the  United  States  Civil 
Service  Commisdon.  The  address  of  the  district  secretary  is,  "Secretary,  Third 
Civil  Service  District,  Philadelphia,  Fa." 

5.  For  information  ooncemiog  vacanctes  and  salaries  of  podtions  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  charge  of  the  office. 

HOW  TO  PROCEED  TO  SECUEE  AM  EXAMINATION. 

6.  Vacandea  in  all  podtions  covered  by  this  publication  ue  filled  by  open  com' 
petitive  examination,  nnlees  filled  by  reinstatonent,  transfer,  ot  promotion. 
Examinations  are  open  to  all  citizens  of  the  United  States  who  comply  with  the 
requirements.  Persons  who  wish  to  take  any  of  the  examinations  described  should 
follow  the  directions  cont^ned  in  this  pamphlet.  In  writing  for  application  forma 
or  for  information  the  name  of  the  examination  desired  should  always  be  stated. 
The  application  form  when  received  should  be  carefully  filled  out  in  accordance  with 
the  instmctioDs  printed  thereon  and  moiled  without  delay  to  the  Secretary,  Third 
United  States  CSvil  Service  District,  Philadelphia,  Pa.  If  the  appUcation  is  received 
by  the  district  secretary  within  the  time  prescribed  for  the  recdpt  of  applications, 
and  the  applicant  is  found  to  be  entitled  to  the  examination  requested,  a  card  will 
be  sent  to  him  in  ample  time  to  admit  him  to  the  examination  if  a  mental  test  is 
required.  ( See  page  25  for  method  of  making  roisters  of  the  names  of  thoee  who  pass 
examinations.) 

7.  The  time  of  filing  application  sometimes  determines  the  relative  podtion  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
^plication  is  filed  in  complete  form  first  is  placed  on  the  roister  ahead  of  the  other. 
It  is  therefore  advisable  for  applicants  to  file  their  applications  as  soon  as  posdble 
after  the  receipt  of  the  blank  application  forms. 

S.  Alargenumberof  communicationsare  received  in  which  the  writentul  to  give 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  dgned.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
office  addreffles  (city,  street,  and  Dumber)  given  in  full.  A  number  of  applications 
fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  necessary  to  inclose  posta)^  stamps  in  order  to  secure  a  reply  from  the  dis- 
trict secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination ; 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See  sec  23.) 

(b)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maiimom  age  limit.     (See  sec.  20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity;  tuberculosis;  paralyds; 
epilepsy;  blindness;  lossctf  botharmsorbothle^;  lossofarmandleti;  badlycrippled 
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or  deformed  hands,  snuB,  feet,  or  l^s;  uocompennted  valvular  diaeose  of  the  heart; 
locomotor  ataxia;  cantor;  Brigbt'e  disease;  diabetee;  or  is  otherwise  phy aicallf  dis- 
qualified for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitoal  use  of  intoxicating  beverages  to  ezceee. 

(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  second 
permission  for  tiis  examination  from  the  Secretary  of  War  or  the  Secretaiy  of  the 
Navy,  respectively.    Written  permission  most  be  filed  with  the  formal  application. 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  agiun  desires  to  apply.  This  reetiictjon  does  not  apply  to  persons  who, 
havinf;  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  liave  elapsed. 

(g)  That  he  has  been  dismiffied  from  the  Federal  service  fordelinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed 
from  the  service  rests  with  the  Commission,  and  each  case  of  this  cbaractN'  vrill  be 
conddered  on  its  individual  merits. 

(h)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the 
position  for  which  he  agun  applies  within  one  year  from  the  date  of  the  expiration 
of  his  probationary  service.    (See  sec.  162.) 

(i)  That  he  has  made  a  false  Btat«ment  in  his  application,  or  iias  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notoriously  diagracefal  condnct. 

ij)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  servioe  of 
the  United  States. 

PREFERENCE  IN  APPOINTMENT. 

10.  Section  1754  of  the  Revised  Statutes  provides  that  persons  honorably  dis- 
charged from  the  militaryor  naval  service  61/ r«(H£mo/di»aM/i(yre«ui(inj;/romicffun(i« 
rteaved  or  nctneei  incurrtd  in  the  line  of  duly  shall  be  preferred  for  appointments  to 
the  civil  offices,  provided  they  are  found  to  possess  the  bosincss  capacity  necessary 
for  the  proper  discharge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  the  Commission  has  the  following  advantages:  (a)  He  is  released  from 
all  age  limitations;  {b)  he  has  to  attain  an  average  percentage  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  atltuned  an 
average  percentage  of  65,  bis  name  ia  placed  on  the  renter  above,  and  is  certified 
before  those  of  persons  who  have  not  been  allowed  preference;  and  (d)  he  is  released 
from  the  law  and  rules  relating  to  apportionment  of  appointments.  Appointments 
in  the  Field  Service  are  not  apportioned.  If  on  the  same  register  the  names  of  more 
than  one  preference  claimant  appear,  the  name  of  tbe  claimant  having  the  highest 
average  percentage  will,  of  course,  head  the  list.  Preference  under  this  section  does 
not  apply  to  promotion  examinations  or  to  examinations  for  the  Philippine  Service. 

DEAF-MUTEa 

11.  On  April  7,  190S,  the  President  issued  the  following  order  in  regard  to  the 
admission  of  deaf-mntee  to  civil-service  examinations: 

DBBt-mnlea  may  be  ftdmitted  to  eiamlnatloni  tor  all  plaoea  In  the  clBBslfled  dvil  wrvloe  of  the 
Unlled  Slates  wboee  duties.  In  the  opEulon  ol  the  beada  of  the  aeveial  ezecaUve  depeitmenta,  tbey 
may  be  comldeFed  capable  ot  performing,  and  eacb  depftrtment  wUl  tumlsh  to  the  CtTil  Serrioe 
CommlAion  a  list  of  lucb  poHiUoaB,  wblch  Uet  eli&ll  not  be  changed  wltboat  pievlonB  notics  10  the 
Comtnlseion  and  in  accordance  with  which  the  Caaimlffilon  shall  certify  or  withhold  from  certUca- 
tloD  deaf-mntea  as  tiiey  aie  reached  In  their  order. 

Form  1786,  containii^  a  list  of  examinations  to  which  deaf-mntes  will  be  admitted, 
will  be  sent  upon  request 
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(e)  H  the  applicant  is  tlie  child  ot  American  citiBena  temporarily  residing  tllm>ad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  diaintereeted  citi- 
zens  to  the  facta  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship 
moat  be  proved  as  in  (b)  above. 

(/)  II  the  applicant  has  been  honorably  discharged  from  the  RegularorVolnnteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  dtizenship  upon  filing  petition  with  the  proper  court,  as  piO' 
vided  by  section  2166,  Bevised  Statutes. 

ig)  If  the  applicant  baa  been  honorably  diecbarged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corpe  after 
one  enlistment,  he  may  be  admitted  to  citizenship  npon  filing  petition  with  the 
pioper  court,  as  provided  by  28  Statutes  at  Large,  page  124. 

24.  An  application  from  a  foreign-bom  person  claiming  dtizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  dedarationof  intention  to  becomea 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  ori^oal 
natoralization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  the  court  are  deatroyed,  anewcertificateshouldbeobtiuned. 
-  26.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  tor  examination,  it  is  not  necessary  to  file  such  proof  with 
a  snbBeqnent  application,  but  he  should  state  in  such  application  the  kind,  date,  and 
place  of  examination  in  connection  with  which  he  has  furnished  proof  of  dtuenship. 

CIVItSERVICE  SCHOOIS  AND  INSTITUTES. 

26.  The  Commissioa  has  no  connection  with  any  civil-service  school  or  institute 
doing  bnsiness  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
regard  te  such.  Representatives  of  schools  are  not  permitted  to  inspect  the  examina- 
tion papers  of  competitors.  Authentic infonnation  inr^ardto  examinationamaybe 
obt^ned  only  from  tbe  Unii«d  States  Civil  Service  Commission  or  the  district  secre- 
tary, and  without  cost  The  Commisaion  is  in  no  way  responsible  for  any  state- 
ments contained  in  tbe  advertisements  of  snch  schools. 

FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

27,  For  portions  in  field  branches  of  the  service  which  require  a  mentel  test  but 
do  not  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

Elist-grade,  or  deiical. 

Second^rade,  or  minor  clerical. 

Third-grade,  or  eubclerical. 
88.  EUgibles  on  the  first  and  third  grade  recisterB  will  be  certlSed  lor  filling  vacan- 
cies aa  they  may  oooni  in  an;  branch  ot  the  Field  Service  in  positians  covered  by  the 
grade  of  examination  they  have  passed.  (See  regulations  governing  ceitlflcatians,  page 
SS.)  Applicants  (or  the  first  and  third  grade  examinations  should  therefore  apply  for 
' '  all  seirices ' '  in  their  applications,  unless  there  are  one  or  more  servicea  In  which  they 
will  not  accept  appointment.  In  thla  event  they  should  specifically  ennmeiate  in  their 
appUeattona  tbe  servlceB  in  which  appointment  is  NOT  desired,  in  order  that  their 
namea  may  net  be  certified  tor  those  services.  The  second-grade  examlnatlen  is  given 
{or  the  positions  of  olerk  and  carrier  in  the  Post-Offloe  Service,  and  seldom  for  any 
other  positions. 

29.  Changes  in  the  grade  of  examination  desired  will  be  made  only  upon  request 
in  writing  received  prior  to  the  date  set  for  the  close  of  the  receipt  of  applications. 
A  request  for  a  change  in  the  designation  ot  the  services  in  which  employment  is  or 
is  not  desired  must  be  made  in  writing,  or  no  change  will  be  made. 

30.  A  person  can  not  be  examined  (or  more  than  one  grade  of  positioDS  on  the  same 
date  or  during  the  same  series  of  examinations. 
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THE  FTRST-ailADB,  OR  CLHRICAXi,  BXAUINATION. 

(For  deecription  of  exanunation,  eample  questions,  etc.,  see  p.  28. ) 

31.  The  minimum  ^e  limit  for  admisaion  to  this  examination  is  18  years,  there 
being  no  maximum  age  limit;  but  no  person  under  21  years  ot  age  on  the  day  of 
examination  will  be  eligible  for  appointment  as  deputy  collector,  storekeeper, 
ganger,  or  storekeeper^^uger  in  the  Internal-Revenue  Service;  and  no  peraoa  under 
21  or  more  than  45  years  of  age  on  the  day  of  examination  will  be  eligible  for 
appointment  as  day  inspector  or  sasistant  weigher  in  the  Cuatoras  Service,  or  to  any 
position  in  that  service  whose  dntiee  are  partly  those  of  inspector,  (For  age  limits 
for  assifltant  weigher  and  day  inspector  at  the  port  of  Philadelphia,  see  eec.  61. ) 

32.  ApplicstioD  Form  1371  is  required. 

33.  This  examination  isgivenforthepoBilionBof  aaaiatantweigherand  dayinspec* 
tor  (except  at  the  port  of  Philadelphia,  see  sec.  61),' clerk,  inspectreaa,  cashier, 
storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and  sampler  in  the  Customs 
Service;  clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper^auger,  in  the  lotemal-Bevenue  Service;  weight  clerk,  timekeeper, 
copyist,  and  storeman  in  the  navy  yard  and  naval  stations;  the  position  of  office 
deputy  United  States  marshal;  and  clerical  positions  requiring  aimilar  qnaUficatdoos 
In  the  services  named  and  other  field  branches.  Persons  desiring  examination  for 
any  of  these  positjona  should  apply  for  the  "  first-grade,  or  clerical,"  examination. 

34.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
the  following-named  places,  except  where  the  number  of  eligible^  on  the  re^ster  in 
any  case  is  sufficient  to  meet  tbe  needs  of  the  service  the  examination  for  that  place 
will  he  postponed  until  the  next  year: 

Delaware:  Pennsylvania— Continued.      Pennsylvania— Continued. 

Wilmii^^n.  Cbambersborg.  Reading. 

New  Jersey :  I>uboi8.  Scranton. 

Atlantic  City.  Brie.  Sharon. 

Bridgeton.  Hortisbnig.  Towanda. 

Camden.  Eittanning.  Uniontown. 

Perth  Amboy.  Idmcaster.  Warren. 

Trenton.  Lebanon.  Wilkea-Barre. 

Pennsylvania:  Oil  City.  Williamsport 

Allentown.  Philadelphia. 

Altoona.  Fittsborgb. 

36.  Application  blanks  may  be  secured  between  (be  1st  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  at  the  post  offices  or  tbe  customhouses  in 
ttie  cities  named  or  from  the  Secretary,  Third  United  States  Civil  Service  District, 
poet  office,  Philadelphia,  Pa.  To  receive  consideration  for  the  February  examina' 
tion,  applications  must  be  filed  with  the  district  secretary  at  Philadelphia  not  later 
than  (lie  Kou  of  closing  bnalnesa  on  January  S.  Applicaldone  received  after  the  time 
specified  will  not  be  accepted. 

36.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  bold  exami- 
nations at  any  of  the  above-named  or  other  places  on  dates  other  than  that  ot  the 
annual  examination  in  February,  doe  annonncement  of  such  extra  examinations 
will  be  made  in  the  public  press. 

37.  A  person  who  has  passed  the  flist>grade  examination  for  the  Field  Service 
can  not  take  the  same  examination  for  that  service  within  approximately  one  year 
of  the  date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  tbe 
examination  in  another  dty.  (See  sec.  9  (f).)  A  person  who  fails  in  the  examina- 
tion may  take  the  next  examination,  regardless  of  tbe  time  intervenii^. 

THB  SBCONS-aRADB,  OB  MINOB  CIiBBICAI,,  KXAMINATION. 

(For  description  of  examination,  sample  queations,  etc.,  see  pp.  28  and  30.) 

38.  This  examination  is  given  for  the  positions  of  clerk  and  carrier  in  the  Post- 
Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other  services.    Full 
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iniormation  concerning  the  Poat-OfBce  Service,  mclnding  dates  uid  places  of  ez&mi- 
nataons,  will  be  found  on  pt^es  12  to  15,  incloaive. 

39.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post'Offlce,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  28,  omitting  the  test  in  reading  oddreeeee,  and  with 
the  addition  of  such  other  teats  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligiblea  are  needed  and  will  be  duly  announced.  For 
intonnntion  concemii^  minor  clerical  positions  in  the  Ordnance  Department  at 
lATge,  see  section  12S. 

THE  THIRD- GRAM!,  OR  SUBCIiBRICAI.,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc..  Bee  pp.  28  and  32. ) 

40.  Theminimam  age  linvtfor  this  examinationis  IS  years;  there  is  no  maximum 
i^  limit 

41.  Application  and  examination  Foim  1371  (issue  of  December,  1911,  or  later),- 
including  the  medical  ceriificate,  is  required. 

42.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  and  night 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer, 
skilled  laborer,  and  positions  requiring  fdmilar  qualifications,  in  the  service  named 
and  other  field  branches.  Specific  infoimation  concerning  examinations  for  the 
ptxdtionB  of  elevator  conductor  and  messenger  boy  will  be  found  on  pages  22  and 
23.  Persons  desiring  to  become  e%ible  for  appointment  to  any  of  these  positions,' 
except  elevator  conductor  and  messenger  boy,  should  apply  for  the  "third-grade, 
or  snbclerical,"  examination.  The  term  "skilled  laborer,"  or  "classified  laborer," 
as  here  used  is  not  intended  to  embrace  the  mechanical  trades,  which  are  commonly 
referred  to  as  being  skilled  labor.  In  the  present  meaning,  a  skilled  laborer  is  one 
whose  duties  are  general  or  miscellaneous,  below  the  clerical  grades,  and  above  the 
gfrade  of  mere  manual  laborer.  In  establishments  of  theOrdnance  Departmentat 
Large  many  minor  clerical  positions  are  designated  as  "skilled  office  laborer,"  which 
positions  are  filled  by  second-grade  examination.      (See  sec  128. ) 

43.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
Philadelphia  and  Pittsburgh,  Pa.,  except  when  the  number  of  ehgiblee  on  the 
register  for  either  place  is  sufficient  to  meet  the  needs  of  the  service,  the  examina- 
tion for  that  place  will  be  postponed  until  the  next  year. 

44.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  in  the  cities  named  or  from  the  Secretary, 
Third  Civil  Service  District,  Philadelphia,  Pa.  To  receive  coneidBration  for  the 
February  examination,  applications  must  be  filed  with  the  district  secretary  at 
Philadelphia  not  later  than  the  hour  of  closing  business  on  January  2.  Applications 
recdved  after  the  time  specified  will  not  he  accepted. 

45.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacandes  occur  in  third-grade  positions  for  which  female  eligibles  are  desired,  exam- 
inations will  be  duly  announced  in  the  public  press. 

46.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nations at  either  of  the  places  named  in  section  43,  or  other  places,  on  dates  other  than 
that  of  the  annual  examination,  due  announcement  of  such  extra  examinations  will 
be  made  in  the  public  press. 

47.  A  person  who  has  passed  the  third-grade  examination  for  the  Field  Service  can 
not  take  the  same  examination  for  that  service  within  approximately  one  year  of  the 
date  of  the  examination  he  has  passed,  even  though  he  desires  to  enter  the  exami- 
nation in  another  city.  (See  sec.  9  (/).)  A  person  who  fails  in  the  examination 
may  take  the  next  examination,  regardless  of  the  time  intervening. 

48.  Applicants  for  the  third-grade,  or  subclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

49.  Hale  applicants  for  the  third-grade,  or  snbclerical,  examination,  upon  th«r 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
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which  ie  given  to  applicanta  for  the  position  of  unskilled  laborer,  and  which  consists 
in  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  test  in  addi- 
tion to  the  subclerical  examination,  it  will  be  noted  on  the  skilled  laborer  raster  as 
in  the  nature  of  a  qualification.  It  an  appointing  officer  requests  certification  from 
the  thjrd-grade  register  of  those  persons  capable  of  performii^  heavy  manual  labor 
connected  with  a  subclerical  position,  certification  will  be  made  from  the  skilled 
laborer  register  of  eligibles  standing  highest  in  the  educational  examination  who 
have  also  passed  the  strength  test. ' 

INTERNAIi-BBVENTJE  SERVICE. 

50.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service 
as  follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  gauger,  store- 
keeper, and  storekeeper^uger. 

51.  The  position  of  messenger  in  this  service,  and  other  positiona  requirii^  similar 
qualifications,  are  filled  from  registers  established  as  a  result  of  the  third^rade,  or 
subclerical,  examination. 

Applicnnlt  Bhmdd  not  apply  for  tpecific  podRona.    (See  eecs.  S7,  SS,  S3,  and  is.) 

52.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  be 
eligible  for  appointment  in  the  Intemal-Bevenne  Service  in  the  intemal-revenne 
district  in  which  such  places  are  located,  as  indicated  below; 

The    first   intemal-revenne   district   of     The  twelfth  internal-revenue  district  of 
New  Jersey:  Pennsylvania: 

Atlantic  City.  Scrantoa  ( Headquarters) . 

Bridgeton.  Towanda. 

Camden  (Headquarters).  Wilkes-Batre. 

Trenton.  Williamsport. 

The    fifth    internal-revenue   district  of     The  twenty-third  internal-revenue  dia- 
New  Jersey: '  trict  of  Pennsylvania: 

Perth  Amboy.  Dubois. 

The    first  internal-revenue    district   of  Erie. 

Pennsylvania:  Kittanning. 

Allentown.  Oil  City. 

Philadelphia  (Headqnartere).  Pittsburgh  (Headquarters). 

Reading.  Sharon. 

The   ninth  intemat-revenue  district  of  tTniontown. 

Pennsylvania;  Warren. 

Altoona.  The  State  of  Delaware: ' 

Chambersburg.  Wilmington. 

Harriebuig. 

Lancaster  (Headquartere). 

Lebanon. 

1  Tbe  flith  intenml-reTenue  district  of  New  Jersey,  with  headquarters  at  Newark,  Inclades  the 
countlea  of  Bergen,  Essex,  Hndson.  Hunterdon,  Mld<]lesex,  Morris.  Passaic,  SomerseC.  Sussex,  Union, 
and  Warren.  The  counties  ol  Hunterdon,  Mlddleaei,  Someiset,  and  Warren  are  In  tbe  third  civil, 
servlee  district,  the  other  counties  named  being  in  the  second  civH-serrlce  district.  Persons  passing 
the  eiamlnation  at  Perth  Axnboy  will  be  eligible  for  appointment  to  positions  In  the  Inlemal.Rerenne 
Service  anywhere  in  the  fifth  inWrnal-revenue  dlatrict. 

I  The  State  of  Delaware  is  In  the  Intemal-reTenue  district  of  Uaryland,  which  Includes  the  States 
of  Maryland  and  Delaware,  tbeDtstrlct  of  Columbia,  and  tbe  counties  of  Accomaoaod  Nortbamplon 
of  the  State  of  Virginia,  with  headquarters  at  Baltlniore.  Poisons  pasBlog  the  ezamloatloa  at  Wil- 
mington, Del.,  will  be  eligible  for  appointment  to  Qeld  positions  in  the  iDtemal-Revenae  Service 
anywhere  In  the  inlemal-revenua  district  of  Maryland.  They  will  not,  however,  as  a  result  of  passlog 
the  eiamlnation  for  field  positions,  be  eligible  for  appointment  to  positions  In  tbe  office  of  tbe  Com- 
mlBBlonerof  Internal  Kevenueln  the  Treasury  Department  at  Wasblugloa. 
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53.  Storekeepers  aod  gangers  whose  compenBatLon  does  not  exceed  S3  per  diem 
when  actually  employed,  and  whoee  ^gr^ata  compenaatjon  doee  not  exceed  $500 
per  aoniim,  are  not  subject  to  competitive  examioation. 

54.  The  age  limits  for  examinations  for  this  eervice  areas  follows:  Deputy  collector, 
etorekeeper,  ganger,  and  storekeeper-ganger,  21  years  or  over;  other  positions,  IS 
yeare  or  over. 

55.  For  description  of  first  and  third  grade  examinationB,  see  pages  28  and  32;  for 
date  of  annual  examinatlonB,  see  sections  34  and  43.  Information  cooceming  ste- 
n<^Tapherand  typewriter  examinations  is  given  on  page  20.  For  additional  informa- 
tion relative  to  certification  and  eligibility,  see  page  25. 

CUSTOMS  SERVICE. 

56.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service 
as  follows:  Assistant  weigher  and  day  inspector  (except  at  the  port  of  Philadelphia, 
see  sec.  61),  clerk,  cashier,  inspectreae,  etorekeeper  (classed  as  clerk),  deputy  officer, 
gai^^r,  and  sampler. 

57.  There  are  no  poaltiona  in  the  Customs  Service  in  the  Third  Civil  Service  IMs- 
trict  which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

68.  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watohman,  and  classified  laborer. 

Applicantt  for  firtt  or  third  grade  examination*  thouid  not  apply  for  specific  pofiHoni. 
(See  tea.  17,  iS,  SS,  and  4£. ) 

69.  As  provided  in  eectioa  34,  firat^mde  examinations  will  be  held  annually. 
From  the  resulting  t^atera  certification  will  be  made  for  filling  vacancies  occurring 
in  the  customhouses  in  the  following-named  cities: 

Bridgeton,  N.  J.  Perth  Amboy,  N.  J.  Pittat^irg'',  Pa. 

Erie,  Pa.  Philadelphia,  Pa.  Wihnington,  Del. 

Third-grade  examinations  will  also  be  held  annually  at  Philadelphia  and  Pitts- 
burgh, Pa.,  aa  provided  in  section  43. 

60.  Examinations  for  the  customhouses  at  Burlington,  N.  J.,  E^  Harbor,  N.  J., 
Somers  Point,  N.  J.,  and  Tuckerton,  N.  J.,  will  be  held  only  when  el^bles  are 
needed,  and  due  announcement  will  be  made  in  the  public  press. 

61.  The  positions  of  assistant  weigher  and  day  inspector  at  the  port  of  Philadel- 
phia usually  are  filled  by  promotion  or  transfer.  No  person  may  be  appointed  or 
promoted  to  the  position  of  assistant  weigher  or  that  of  day  inspector  who  is  less 
than  21  or  more  than  45  years  of  age,  who  is  less  than  5  feet  6  inches  in  height  with- 
out shoes,  or  who  is  not  in  soond  physical  condition,  as  shown  by  the  examination 
of  a  physician  designated  by  the  Commission.  Special  r^ulations  are  in  effect  gov- 
erning certification  and  appointment  to  the  positions  of  assistant  weigher  and  day 
inspector,  and  promotions  and  transfers  in  the  Customs  Service,  at  the  port  of  Phila- 
delphia. A  copy  of  these  regulations  (Form  1556)  will  be  fDniished  to  those  inter- 
ested upon  application  to  the  district  secretary  at  Philadelphia. 

62.  Examinations  for  the  positions  of  assayer,  chief  or  special  deputy  collector, 
deputy  naval  officer,  deputy  surveyor,  examiner,  and  weigher  are  held  only  when 
eligibles  are  needed,  and  are  duly  announced. 

63.  The  examination  for  opener  and  packer  will  conaat  of  the  third^rade,  or  sub- 
cleric^,  subjects,  with  a  weight  of  40  per  cent  (see  p.  28);  training,  experience,  and 
fitness,  60  per  cent.  Credit  will  be  given  for  experience  in  opening  and  packing  gen- 
eral merchandise,  and  special  credit  will  bepven  tor  packing  fragile  articles.  Appli- 
cants should  state  fully  in  their  applications  all  the  experience  they  have  had. 
Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later),  including 
the  medical  certificate,  is  required.  This  examination  will  be  held  only  when  eligi- 
bles ore  needed,  and  due  announcement  of  examinations  will  be  made. 
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64.  When  ezaminationa  for  opener  and  packer  and  for  other  aubclericsl  podtionB 
are  announced  to  be  held  at  any  place  at  the  game  time,  applicants  for  the  opener 
and  packer  examination  who  may  also  desire  to  become  eligible  for  the  sobcleiical 
positions  named  in  section  42  will  be  required  to  take  but  one  examinatioii,  but  must 
file  separate  applications  on  Fonn  1371,  one  for  opener  and  packer  and  another  for 
the  other  subclerical  pomtions.  One  of  these  applications  mutt  be  didy  executed;  the 
other  may  be  a  copy  of  the  fin*  in  the  handwriting  of  tbe  applicant  The  copy 
must  be  complete  in  every  particular,  including  the  jurat,  Touchers,  medical  certifi- 
cate, and  all  other  parts  executed  in  the  original,  and  muet  be  accompanied  by  a 
statement  showing  the  kind,  date,  and  place  of  the  examination  for  which  ihe  ori^- 
nal  was  filed.  The  copy  muat  be  filed  with  the  original;  it  can  not  be  made  after 
the  original  has  been  filed. 

65.  Examination  far  sugar  sampler  is  held  only  when  eligibles  are  needed.  Sugar 
samplera  must  be  at  least  5  feet  4  inches  in  height  in  hare  feet  and  weigh  not  leas 
than  130  pounds  without  overcoat  and  hat  Applications  for  this  examination  are 
not  received  until  it  is  announced. 

66.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  positions  require  also  a  mental  test,  and  in  such  cases  the  ezaminatiOD  will  con- 
BBt  of  the  educational  subjects  of  the  third-grade,  or  subclerical,  examination,  with 
a  weight  of  30  per  cent  (see  p.  28) ;  training,  experience,  and  fitness,  60  per  cent; 
and  physical  ability,  30  per  cent.  When  no  mental  teat  is  required,  the  exami- 
nation will  consist  of  the  subjects  of  training,  experience,  and  fitness,  and  physical 
ability.  When  a  noneducationBl  examination  is  given,  applicants  are  not  required 
to  appear  at  any  place  for  eiaminatitHi.  For  the  noneducational  examination, 
application  and  examination  Form  1800  is  required;  for  the  educational  examina- 
tion Form  1371  (issne  of  December,  1911,  or  later),  including  the  medical  certificate, 
is  required.  This  examination  wiU  be  held  only  when  el^blee  are  needed,  and 
will  be  duly  announced. 

67.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible 
for  appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy 
surveyor,  clerk,  stenographer  and  typewriter,  inspectress,  and  cashier. 

68.  At  the  port  of  Philadelphia,  the  entrance  salary  for  clerks  is  (840  per  annum, 
vith  a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satis- 
factory service. 

69.  The  age  limits  tor  examinations  for  the  Customs  Service  are  as  follows: 
Weigher,  assistant  weigher,  day  inspector,  and  positions  the  duties  of  which  are 
partly  those  of  inspector,  21  to  45  years;  other  educational  examinations,  18  years 
or  over;  noneducational  examinations,  20  years  or  over— all  on  the  day  of  the 
examination.  (This  paragraph  does  not  cover  the  positions  of  assistant  weigher  and 
day  inspector  at  the  port  of  Philadelphia.    See  sec.  61. ) 

70.  In  filling  vacancies  in  the  Customs  Service  certification  will  be  made  of 
the  names  of  eligibles  examined  at  tbe  port  at  which  tbe  vacancy  exists,  except, 
where  examinations  are  held  also  at  subports  for  the  convenience  of  applicants,  Uie 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  snbports. 
Vacancies  occurring  in  customhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  snbports  in  the  same  customs  district  For  additional  information  concern- 
ing certification  and  eligibility,  see  page  25. 

71.  For  description  of  first  and  third  grade  examinations,  see  pi^es  28  and  32. 
Information  concerning  stenographer  aud  typewriter  examinations  is  given  on  page 
20.  Additional  information  relative  to  noneducational  examinations  will  be  found 
on  page  23.  The  position  of  unskilled  laborer  in  cities  where  labor  regulations  are 
hi  force  is  filled  as  a  result  of  physical  examination,  as  described  on  page  26. 
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POST-OFFICE  SERVICE. 

72.  For  the  jwaitione  of  clerk,  and  carrier  for  city  delivery,  the  eecond-gracle,  or 
tninor  clerical,  examination  Ib  given.  For  description  of  thie  examination  see  pages 
28  and  30. 

73.  Applicants  for  examination  for  appointment  to  the  Poat-OdSce  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  npou 
the  position  or  positions  desired.  (See  Bees.  65 and  87.)  Application  should  not  be 
made  for  the  "second-grade,"  or  "minor  clerical,"  enaroi nation. 

74.  Application  form  1371  is  required. 

75.  The  ags  limits  for  the  Post-Office  Service  are  18  and  46  years.  (See  aecs,  9  (6) 
and  20.)  The  ^e  limits  lire  waived,  however,  in  the  cases  of  persons  honorably 
discharged  from  the  military  or  naval  service  by  reamn  of  dieabUiiy  tftia\ting  from 
woonds  received  or  sickness  incurred  in  the  line  of  duty,  but  such  persons  must 
meet  the  physical  requirements  prescribed. 

76.  Male  applicants  must  measure  not  lees  than  5  feet  4  inches  in  height  in  bare 
feetand  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  o£  any  specific  height  or  weight. 

77.  Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no 
person  who  has  any  of  the  following-named  physical  defects  will  be  appointed 
to  the  position  of  carrier  in  the  Poet-Offlce  Service:  Hunchback;  defective  hearing, 
sight,  or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or 
leg;  crippled  arms  or  legs;  flatfoot;  hernia;  congenital  weakness  of  the  abdominal 
wall,  or  such  weakness  caused  by  wound  or  operation.  These  defects  will  also  de- 
bar a  person  from  appointment  to  the  position  of  clerk  in  the  Poat^ffice  Service, 
except  that  deaf-mutes  and  persons  with  defective  speech  or  hearing  may  be  ap- 
pointed to  the  positions  of  mail  clerk,  distributer,  and  directory  and  forwardii^ 
clerk,  and  persons  suffering  from  flatfoot  or  weakness  of  the  al>dorainal  wall  may  be 
appointed  toany  position  of  clerk  the  duties  of  which  they  are  physically  capable  of 
performing.  Applications  of  persons  who  are  not  entitled  to  examination  on  accoDnt 
of  physical  defects  will  he  canceled.  (See  sec.  6  (c)  forphysical  detects  which  will 
debar  persons  from  any  examination. ) 

78.  Married  women  will  not  be  examined  tor  the  Post-Office  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  sepa- 
rated from  their  husbands  and  support  themselves. 

79.  Unless  otherwise  specified,  applicants  for  positionB  in  the  Post-Office  Service 
must  appear  for  exanoinatioo  in  the  city  where  employment  is  desired,  and  they  will 
be  eligible  for  appointment  only  in  the  office  for  which  examined. 

80.  Examinations  for  the  first-class  offices  named  below  will  be  held  on  the  firat 
Wednesday  or  Saturday  in  November  of  each  year,  as  indicated,  if  the  needs  of  the 
service  so  require.  City  delivery  service  has  been  e8tal>lishd  at  these  offices,  and 
their  force  includes  both  clerks  and  city  carriers. 

Allentown,  Pa.  (Wednesday),  Perth  Amboy,  N.  J.  (Saturday). 

Altoona,  Pa.  (Wednesday).  Philadelphia,  Pa.  (Wednesday). 

Asbury  Park,  N.  J.  (Saturday).  Pittsburgh,  Pa.  (Wednesday). 

Atlantic  City,  N.  J.  (Wednesday).  Pottsville,  Pa.  (Wednesday). 

Camden,  N.  J.  (Wednesday).  Beading,  Pa.  (Saturday). 

Easton,  Pa.  (Wednesday).  Scranton,  Pa.  (Wednesday). 

Erie,  Pa.  (Wednesday).  Trenton,  N.  J.  (Wednesday), 

Harrisbui^,  Pa,  (Wednesday).  Washington,  Pa.  (Saturday), 

Hazleton,  Fa.  (Saturday).  Wilkes-Barre,  I^  (Saturday). 

Johnstown,  Pa.  (Wednesday).  Williamsport,  Fa.  (Wednesday). 

Lancaster,  Pa.  (Saturday).  Wilmington,  Del.  (Wednesday). 

New  Brunswick,  N.  J.  (Wednesday).  York,  Pa.  (Saturday). 

New  CasUe,  Pa.  (Wednesday). 
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81.  Blank  fonns  of  application  may  be  obtiuned  oidy  between  July  1  and  October 
1,  either  from  the  Secretary,  Third  Civil  Service  District,  Philailelpbia,  Pa.,  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  ApplieationB 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Fhiladelptiia 
between  July  1  and  the  close  of  business  on  October  1.  Applicatioiis  for  the  NoT«m- 
bei  examinations  presented  at  otber  times  will  not  be  accepted. 

82.  Whenever  extra  examinatione  may  become  necessary,  to  meet  the  needs  of  the 
service,  due  announcemeiit  will  be  made  of  the  dates  and  places  of  such  examiaa- 
tiona,  and  also  of  the  time  allowed  for  the  filii^  of  applications. 

83.  A  person  can  not  at  the  same  Ume  be  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  first-class  post  office  for  which  examinations  are  ordi- 
narily held  annually  in  November.  This  restriction  will  not  apply,  however,  when 
an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that  of  the 
leffular  annual  examination. 

84.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examinaljon  he  has 
passed.  (See  sec.  9  (f).)  A  person  who  fails  in  an  examination  may  take  the  next 
examinataon,  r^ardless  of  the  time  intervening. 

85.  For  the  following-named  offices  the  names  of  male  eligibles  will  be  entered  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  register— and  male  appli- 
cants for  these  offices  jiatet  indicate  in  their  applications  whether  they  desire  the  posi- 
tion of  derk  or  of  comer.- 

Allentown,  Pa.  Erie,  Pa.  New  Castle,  Pa.  Trenton,  N.  J. 

Altoona,  Pa.  Harrisburg,  Pa.  Philadelphia,  Pa  WUkes-Barre,  Pa. 

Atlantic  City,  N.  J.    Johnstown,  Fa.  Pittsburgh,  Pa.  Williamsport,  Pa. 

Camden,  N.  J.  Lancaster,  Pa.  Beading,  Pa.  Wilmington,  Del. 

Chester,  Pa.  McKeeaport,  Pa.  Scranton,  Pa.  York,  Pa. 

Easton,  Pa. 

86.  A  request  for  a  chac^  in  the  designation  of  the  position  desired  by  an  appli- 
cant must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
the  day  of  the  examination;  otherwise  no  chai^  will  be  made. 

87.  As  stated,  separate  niters  of  clerks  and  of  carriers  are  maintained  for  the 
offices  named  in  section  85.  For  other  offices  in  which  both  clerks  and  city  carriers 
are  employed  the  names  of  male  eligibles  are  entered  upon  both  the  clerk  and  carrier 
registers  and  are  certified  (consideredj  in  their  order  for  vacancies  occurring  in  either 
position,  without  regard  to  any  choice  expressed  by  the  eligible. 

S8.  The  postmaster  is  required  to  make  selection  for  a  vacancy  from  not  more  than 
the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any  addi- 
tional vacancies  from  not  more  than  the  highest  three  remmning  which  have  not 
been  within  his  reach  for  three  separate  vacancies.  The  name  of  an  eligible  must 
have  been  within  reach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  selection  for  appointment  to  that  position. 

89.  When  an  eligible's  name  is  borne  on  both  the  clerk  and  the  carrier  re^sters 
and  has  been  three  times  certified  (considered)  for  one  of  the  two  positions,  bnt  not 
selected,  his  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  re^ster  for  the  other  poaiUon  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  for  one  of  the  positions  affect  the  eligible's  standing  on 
the  raster  for  the  other  position.  Appointment  to  either  position  will  remove  the 
eligible's  name  from  the  registeni  for  both  positions. 

SO.  In  the  Post-Office  Service  appointments  are  nsually  made  to  the  podlion  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions.  Declina- 
tion of  appointment  as  substitute  will  remove  the  name  of  the  eligible  from  the 
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i^eter  from  which  the  eeleddon  waa  made,  and  it  will  not  be  restored  for  considera- 
tion in  connection  with  an  appointment  to  a  regular  position  onlv. 

91.  Sabetitntes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  they  are  eli^ble  for  appointment  as  auxiliary  employees 
and  as  clerks  and  carriers  ot  the  first  grade. 

82.  Aaxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
They  are  required  to  work  not  leas  than  two  hours  daily,  and  may  serve  as  substi- 
tntes.    They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

93.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Servicearedividedintosix  grades,  as  follows;  First  grade,  salary  |600;  second  grade, 
salary  $800;  third  grade,  salary  (900;  fourth  grade,  salary  11,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  (1,200.  Clerks  and  carriers  at  first-class  offices  will  be 
promoted  auccesmvely  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class 
offices  will  be  promoted  successively  to  the  fourth  grade. 

04.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of 
the  quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade. 
No  promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Fost-Office 
Department  ot  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding 
year.  When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service, 
be  may  be  promoted  at  the  banning  of  the  second  quarter  thereafter,  or  of  any 
subsequent  quarter,  on  evidence  that  his  record  has  been  satisfactory  daring  the 
intervening  period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  pro- 
motion to  the  higher  positions  in  Uieir  respective  offices. 

96.  Any  male  clerk  in  an  office  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  position  of  a  city  carrier,  and  any  city  carrier  is  eligible 
for  transfer  to  the  podtion  of  clerk.  Male  clerks  and  city  carrieiB  are  also  eligible 
for  transfer  to  the  posilion  of  rural  carrier. 

96.  Examinations  for  the  first  and  second  class  offices  named  below  will  be  held 
only  when  eligibles  are  needed  (due  announcement  of  which  will  be  made),  and 
application  blanks  will  not  be  given  out  until  the  examinations  are  announced. 
<3ty  delivery  service  has  been  established  at  these  offices,  and  their  force  includes 
both  clerks  and  city  carriers.    Names  of  fltat-class  offices  are  in  italict. 


Ambler,  Pa." 

Buriingtou,  N.J.' 

Coudersport,  Pa. 

Hanover,  Pa. 

Ardmore,  Pa.' 

Bvtier,Pa. 

Danville,  Pa. 

Hollidaysbuig,  Pa. 

Ashland,  Pa. 

Cambridge  Springs,  Darby,  Pa.' 

Homestead,  Pa. 

Athens,  Pa. 

Pa. 

Donors,  Fa. 

Honesdale,  Pa. 

Bangor,  Pa. 

Dover,  Del. 

Huntingdon,  Pa. 

Beaver,  Pa. 

Cape  May,  N.  J. 

Doyleetown,  Pa. 

Indiana,  Fa. 

Beaver  Falls,  Pa. 

Carbondale,  Pa. 

Dubois,  Pa. 

Irwin,  Pa. 

Bedford,  Pa. 

Carlisle,  Pa. 

Duqnesne,  Pa. 

Jeannette,  Fa. 

Bellefonte,  Pa. 

Cam^ie,  Pa. 

Ecat  PUUImrgh,  Pa. 

Jenkintown,  Pa. 

Berwick,  Pa. 

Catasauqua,  Pa. 

Ellwood  City,  Pa. 

Jersey  Shore,  Pa. 

Bethlehem,  I^i. 

nemii^ton,  N.  J. 

Kane,  Pa. 

Blaireville.  Pa. 

Charieroi,  Pa. 

Franklin,  Pa. 

Kennett  Square,  Pa. 

Bloomsburg,  Pa. 

CheiUr,  Pa.  I 

Freehold,  N.  J. 

Kittanning,  Pa. 

Bonnd  Brook,  N. . 

f.  Clarion, -Pa. 

Gettyshuis,  Pa. 

Lakewood,  N.  J. 

BTaddMk,Pa. 

Clearfield,  Pa. 

Gloucester  City, 

,  Lambertville,  N.  J. 

Bradford,  Pa. 

Coatesville,  Pa. 

N.  J.' 

Bridgeton,  N.  J. 

Columbia,  Pa. 

Lansford,  Pa. 

Bristol,  Pa. 

Connellaville,  Pa. 

Greenville,  Pa. 

Latrobe,  Pa. 

Brookville,  Pa. 

Grove  City,  Pa. 

Lebanon,  Pa. 

Brownsville,  Pa. 

Coraopolis,  Pa. 

Hackettstown,  N.J. 

Lewisburg,  Pa. 

BrynHawr,  Pa.' 

Corry,  Pa. 

Haddoiifield,N.J." 

Lewistown,  Fa. 

>E»miDaU»Qb 
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Locfe  Haven,  Pa.        Muncy,  Pa.  Ridgway,  Pa.  Snaquehanna,  Pa. 

Long  Branch.,  N.  J.    Nanticoke,  Pa.  RocheHter,  Pa.  Tamaqua,  Pa. 

Mahonoy  City,  Pa.    Nazareth,  Pa.  Boyereford,  Pa.  Tarentum,  Pa. 

Mauch  Chunk,  Pa.    New  Brighton,  Pa.    8t.  Marye,  Pa.  Tituaville,  Pa.     ■ 

McKeetport,  i^.         New  KenBiogton,  Pa.  Salem,  N.  J.  Towanda,  Pa, 

McKeea  Rocks,  Pa.     Norrittown,  Pa.'  Sayre,  Pa.  T)/T{me.  Pa. 

MeadviUt,  Pa.  Ocean  City,  N.  J.      Scottdale.  Pa.  Union  City,  Pa. 

Uectianicabnis,  Pa.    Oceaa  Grove,  N.  J.    Sewickley,  Fa.  Dniontotim,  Pa. 

Media,  Pa.'  Oil  City,  Pa.  Shamofcin,  Pa.  Vandergrilt,  Pa. 

Meyeredale,  Pa.         Olyphant,  Pa.  Sharon,  Pa.  Vineland,  N.  J. 

Middletown,  Pa.         Palmyra,  Pa.  Shenandoah,  Pa.  Warren,  Pa. 

Milford,  Del.  Philipeburg,  Pa.        Shippenaburg,  Pa.  Washington,  N.  J. 

Millville,  N.  J.  Phillipaburg,  N.  J.     Slatinf[ton,  Pa.  Wayne,  Pa.' 

Milton,  Pa.  Phoenixville,  Pa.       Somerset,  Pa.  Wayneaboro,  Pa. 

Moneesen,  Pa.  Kttston,  Pa.  Somervilie,  N,  J,  Wayneaburg,  Pa. 

Monongahela,  Pa,      Plymonth,  I^  "     ~  ~  ~ 

Montrose,  Pa.  Pottstown,  Pa. 

Mooreetown,  N,  J.'    Princeton,  N.  J. 
Mount  Oarmel,  Pa.    Punxsutawney,  Pa.    Steelton,  Pa. 
Mount  Holly,  N.  J.'  Redbank,  N.  J.  Stroudsbarg,  Pa. 

Mount  Pleasant,  Pa.  Benovo,  Pa.  Sanbnry,  Fa. 

97.  At  the  second-claea  offices  named  below  city  delivery  service  hae  not  been 
established,  and  their  force  inclndes  clerks,  but  not  city  carriers.  Examinations  for 
these  offices  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced, 
and  application  blanks  will  not  be  distributed  until  euch  announcement  is  made. 


South.  Bethlehem,  Pa.  Wellsboro,  Pa. 
South  Sharon,  Pa.  Wegt  Chester,  Pa. 
State  College,  Pa.       Wilmerding,  Fa. 

Windher,  Pa. 

Woodbury,  N.  J.' 


Biverside.  N.  J. 
RivertoD,  N.  J. 
Sharpaville,  Pa. 
&nethport.  Pa. 
Spring  Lake  Beach, 

N.J. 
Swarthmore,  Pa. 
Troy,  Pa. 


Ambridge,  Fa.  Cialeton,  Pa.  Mansfield,  I^. 

Apollo,  Pa.  Grenloch,  N.  J.  Marietta,  Pa. 

Atlantic  Highlands,  Hammonton,  N,  J.    Mercer,  Fa. 

N.  J.  Haveriord,  Pa.  Millersburg,  Fa. 

Behnar,  N.  J.  H^h  Bridge,  N.  J.    Milltown,  N.  J. 

Beniardsville,  N.  J.    Hightstown,  N.  J.      Minersville,  Fa. 
Bordentown,  N.  J.      Johnsonburg,  Fa.      Monaca,  Pa. 
California,  Fa,  Keyport,  N.  J.  Newark,  DeL 

Canton,  Pa.  Lansdale,  I^ 

^E]a8t8troudebutg,Pa.  lapark.  Pa. 
Ebenabnrg,  Pa.  Lcechbnig,  Pa. 

Elizabethtown,  Pa.     Lehighton,  Pa. 
Emporium,  Fa.  LitJtz,  Pa. 

Ford  City,  Pa.  McDonald,  Pa. 

98.  It  is  the  policy  of  the  PostrOffice  Department  to  fill  vacancies  in  the  position 
of  assistant  postmaster  in  first  and  second  class  post  offices  by  the  promotion  or  trans- 
fer of  competent  persons  already  in  the  service.  When  they  are  not  bo  filled,  ap- 
pointment is  made  from  the  same  examination  as  that  for  clerk  and  carrier;  but  a 
person  who  is  under  21  years  of  age  on  the  day  of  examination  will  not  be  eligible 
for  appointment  as  assiBtant  poebnaster. 

99.  Information  concerning  stenographer  and  typewriter  examinations  will  be 
found  on  page  20;  unskilled  laborer,  page  26. 


New  Bethlehem,  Pa.  Verona,  Pa. 
North  East,  Pa.  Westgrove,  Pa. 

Oxford,  Pa. 
Patton,  Pa. 
Pen  Ai^yl,  Fa. 
Reynoldsville,  Pa. 


West  Newton,  Fa. 
White  Haven,  IV 

Wildwood.  N.  J. 
Woodlawn,  Pa. 


[3d  Dist.] 


>  EiamlnBtion  held  al 


ii.Gooi^Ic 


STTBTREA8URT  SBKVICE. 

100.  Clerical,  minor  clerical,  and  subclcrical  positions  in  the  subtreasury  at  Phila- 
delphia are  filled  by  certification  from  the  registers  resalting  from  the  first,  second, 
and  third  grade  examinations  for  all  services  reEerred  to  on  pages  6  to  9,  and  persons 
desiring  appointment  to  such  positionB  in  the  sabtressury  should  enter  those  general 
ezarainations. 

101.  In  order  to  become  el^ble  for  appointment  to  clerical  positions  in  the  Snb- 
treasnry  Service  applicants  must  show'  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
snbtreBBuriee. 

102.  Bigid  tests  at  character  and  integrity  will  be  applied  to  all  applicants  for  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  tests  jnay  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commission  and  the  assistaDt 
treasurer. 

103.  Information  concerning  stenograpber  and  typewriter  examinations  will  be 
found  on  page  20.  Examinations  for  other  positions  are  announced  as  the  needs  of 
the  service  require. 

MINT  AND  ASSAY  SERVICE. 

104.  The  only  office  of  this  service  in  the  Third  Civil  Service  District  is  the  mint 
at  Philadelphia. 

105.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subclencal  positions  are 
filled  by  certification  from  the  roisters  resulting  from  the  first,  second,  and  third 
grade  examinations  referred  to  on  pages  6  to  9.  Information  relative  to  stenographer 
and  typewriter  examinations  is  given  on  page  20.  Examinations  for  other  positions 
are  held  as  the  needs  of  the  service  require  and  are  duly  announced. 

CUSTODIAN  SERVICE. 

106.  The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  care 
ftnd  management  of  public  buildings  outside  of  Washinglon,  D.  C. 

BDUCATIOITAX.    SIXAMINATIONS. 

107.  Examinations  for  the  positions  of  assistant  custodian,  assistant  custodian- 
janitor,  and  technical  positions,  such  as  steam  ei^neer,  engineer  helper,  electrician, 
and  dynamo  tender,  are  held  only  when  eligibtee are  needed,  and  areduly  announced. 
Information  concerning  examinations  for  the  podtion  of  elevator  conductor  will  be 
found  on  page  22.  Vacancies  occurring  in  other  subclencal  positions  are  filled  from 
r^stera  reeultiug  from  the  third-grade,  or  subclencal,  examination  referred  to  on 
pages. 

NOITEDUCATIONAIi  EXAMINATIONS. 

lOS.  This  class  includes  positions  such  as  fireman,  fireman-helper,  fireman-laborer, 
fireman- watch  man,  janitor,  etc.  In  section  170  is  given  a  list  ot  positions  filled  by 
soneducational  examination  for  which  applications  are  received  at  any  time  by  the 
district  secretary.  The  resulting  registers  are  used  for  filling  vacancies  occurring  in 
the  positions  named  in  various  branches  of  the  Field  Service.  The  position  of  fire- 
man, and  positions  whose  principal  duties  are  those  of  fireman,  in  the  Custodian 
Service,  are  filled  by  certification  from  the  roister  for  the  position  of  stationary  fire- 
man included  in  the  list  referred  to.'  Examinations  for  noneducational  positions  in 
the  Custodian  Service  not  mentioned  in  section  170  are  held  only  when  eligiblee  are 
needed  and  are  duly  announced. 
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109.  The  flret  word  of  the  title  of  donblo-litled  poeitions  in  the  Custodiim  Service— 
euch  as  fireman- watchuum,  watchman-fireman,  fireman-laborer,  janitor-firemaa, 
etc. — inclicatefl  the  more  importaatdutiee  of  the  position,  and  vacanciee  are  filled  b^ 
Qoneducational  or  educational  examination  accordingly.  For  instance,  a  vacancy  in 
the  position  of  fireman- watchman  will  be  filled  by  a  nonedacAHonal  examination  for 
fireman,  as  deecribed  in  the  preceding  paragraph,  while  a  vacancy  in  the  position  of 
watchman- fireman  will  be  filled  by  certificaljon  from  the  register  eetabliahed  as  a 
result  ot  the  third-grade  educational,  ot  Bubclerical,  examination  referred  to  on 
pages. 

110.  Application  and  examination  Form  1800  is  reqnired  fornonedncational  exami- 
nations in  the  Custodian  Service.  Applications  most  be  filled  out  in  the  handwriting 
of  the  applicants. 

111.  The  age  limits  for  nonedncational  examinations  tor  the  Custodian  Service  are 
18  and  55  years.  (See  sec.  20. )  All  honorably  discharged  United  States  soldiere  and 
sailors  of  the  Civil  War  will  be  admitted  to  these  examinations  without  r^ard  to 
the  age  limits.  The  age  limits  are  also  waived  for  examinations  for  all  branches  of 
the  service  in  the  cases  of  persons  honorably  discharged  from  the  United  States  mili- 
tary or  naval  service  by  reoaon  of  ditabUHy  remUwg  from  vxnindt  received  or  gictnew 
inearred  in  Uie  lint  of  duly. 

112.  For  further  information  concerning  nonedncational  examinations,  see  page  23. 
Information  relative  to  the  position  of  unskilled  laborer  is  given  on  page  25.  The 
regnlatione  governing  certification  and  eli^bility  are  shown  on  page  25. 

QUARTERMASTER'S  DEPARTMENT  AT  IiAROE. 

113.  Establishments  of  the  Quartermaster's  Department  at  Large  in  the  Third 
CSvil  Service  District  are  as  follows:  Supply  depot  at  Philadelphia,  Pa. ;  storage  and 
supply  depotatPittsburgh,  Pa.;FortMott,N.  J.;  Fort  Hancock,  N.  J.;  Fortl>npont, 
Del.  The  secretary  of  the  Third  Civil  Service  District,  Philadelphia,  Pa.,  makes 
certification  of  eligibles  for  filling  vacancies  in  all  of  these  establishments  except 
Fort  Hancock,  N.  J.,  at  which  establishment  vacancies  are  filled  from  roisters 
ealablished  by  the  secretary  ot  the  Second  Civil  Service  District,  New  York,  N.  T. 

BDTJCATIONAt,  EXAMINATIONS. 

114.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subclerical  positions  in 
this  service  are  filled  by  certification  from  the  registers  resnlting  from  the  first,  sec- 
ond, and  third  grade  examinations  referred  to  on  pages  6  to  9.  Information 
concerning  stenographer  and  typewriter  examinations  is  given  on  p^e  20.  Exami- 
nations for  other  poeitdons  whiidi  require  mental  tests  are  held  as  the  needs  of  the 
service  demand  and  are  duly  announced. 

NONEDCCATIONAZ.   EXAMINATIONS. 

115.  This  class  inclndee  mechanical  trades  and  similar  positions.  In  section  170  is 
given  a  list  of  positions  filled  by  nonedncational  examination,  applicalJoos  for  which 
ate  received  at  any  time  by  the  district  secretary.  The  positions  named  are  those 
in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of  the 
service,  and  the  resulting  registers  are  used  for  filling  vacancies  occurring  in  any  of 
those  branches. 

116.  For  certain  positions  which  are  peculiar  to  the  Quartermaster's  Department 
at  Large,  and  not  mentioned  in  section  170,  examinations  are  held  only  when  eligi- 
bles are  needed,  and  are  duly  announced  by  the  district  secretary.  Application  and 
examination  Form  ISOO  is  required. 
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117.  The  ^e  limits  for  nonedacational  esamiDationB  for  the  Qoartermaeter's 

"Department  at  Large  are  aa  followa:  Men,  20  to  60;  women,  IS  to  50.  (See  sec.  20.) 
The  age  limite  are  w^ved  in  cases  of  persons  honorably  discharged  from  the  militar? 
or  naval  service  by  reason  of  wounds  received  or  sickneas  incurred  in  the  line  of  dvly. 

lis.  For  farther  information  relative  to  noneducational  e:t  ami  nations,  see  page  23. 
For  information  relative  to  certification  and  eligibility,  see  page  25. 

ENGINEER  DEPARTMENT  AT   LARGE. 

119.  The  headquarters  of  the  United  States  Engineer  districts  in  the  Third  Civil 
Service  Districtsrelocalod  at  Philadelphia,  Pa.,  Pittsburgh,  Pa.,  and  Wilmington,  Del. 

BDUCATIONAli  EXAMINATIONS. 

ISO.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenog- 
rapher, typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  sub- 
clerical  positions,  including  elevator  conductor,  messenger,  messenger  boy,  skilled 
laborer,  and  watchman,  are  filled  by  certification  of  eligibles  by  the  district  secretary 
at  Philadelphia,  Pa.  Of  these  positions,  those  of  the  clerical  and  subclerical  grades 
are  filled  from  registers  resulting  from  the  first  and  third  grade  examinations 
described  on  pages  6  to  9.  Information  concerning  the  stenographer  and 
typewriter,  messenger  boy,  and  elevator  conductor  examinations  will  be  found  on 
pages  20  to  23.  Examinations  for  other  positions,  including  copyist  draftsman, 
mechanical  apprentice  draftsman,  and  bookkeeper,  will  be  held  only  when  eligibles 
are  needed,  due  announcement  of  which  will  be  made, 

NONBDTJCATIONAI.  EXAMINATION'S. 

121.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  170 
is  given  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
which  are  received  at  any  lime  by  the  district  secretary.  The  positions  named  are 
those  in  which  vacancies  occur  with  more  or  iess  frequency  in  various  branches  of 
the  service,  and  the  resulting  roisters  are  used  for  filling  vacancies  occurring  in  any 
of  those  branches. 

122.  For  positions  which  are  peculiar  to  the  Engineer  Department  at  I^rge  and 
not  mentioned  in  section  170,  applications  are  received  at  any  time  by  the  local 
boards  of  civil-service  examiners  for  the  various  engineer  districts.  Application  and 
examination  blanks  {Form  ISOO)  may  be  obtained  from  the  secretary  of  the  Third 
Civil  Service  District,  Philadelphia,  Pa.,  or  the  secretary  of  the  local  board  at  the 
headquarters  of  the  engineer  district  in  which  employment  is  desired.  (See  sec.  119.) 
The  local  boards  will  also  furnish  any  further  information  desired  concerning  these 

123.  Registers  tor  mechanical  trades  positions  show  the  branch  or  branches  of 
the  trade  in  which  the  eligibles  are  experienced,  and  selections  for  filling  vacancies 
in  the  Engineer  Department  at  Lai^  may  be  made  of  the  highest  three  eligibles 
who  have  had  experience  in  a  particular  branch  oE  the  trade.  For  instance,  the 
c&rpenter  raster  may  contain  the  names  of  stair  builders,  ship  carpenters,  bridge 
carpenters,  etc. 

124.  The  age  limit  for  noneducational  examinations  for  the  Engineer  Department 
St  Lai^  is  18  years  or  over. 

125.  For  additional  information  concerning  noneducational  examinations  see 
page  23.    For  information  relative  to  certification  and  eligibility,  see  page  25. 
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ORDNANCE  DEPARTMENT  AT  IiAROG. 

126.  Establishmenta  of  the  Ordnance  Department  at  Large  in  the  Third  Civil 
Service  District  are  at  Philadelphia,  Pa.  (FranKCord  Arsenal),  and  at  Fort  Hancock, 
N.  J.  For  filling  vacaociee  at  Fraukford  AreenaJ  certification  of  eligiblee  ia  made 
by  the  secretary  of  the  Third  Civil  Service  District,  Philadelphia,  Pa. ;  vacancies  at 
Fort  Hancock,  N.  J.,  are  filled  from  re^sters  established  by  the  secretary  of  the 
Second  Civil  Service  District,  New  York,  N.  Y. 

BDTTCATIONAE.  EXAMINATIONS. 

137.  Clerical,  minor  clerical,  aad  subclerical  positions  in  thia  service  are  filled  from 
registers  resultii^  from  the  first,  second,  and  third  grade  examinations  described  on 
pages  6  to  9. 

128.  For  the  position  of  skilled  office  laborer,  the  second-grade,  or  minor  clerical, 
examination,  referred  to  on  page  7,  is  given  if  the  duties  of  the  position  do  not  require 
a  knowledge  of  typewriting.  If  a  knowledge  of  typewriting  is  reqnired,  the  minor 
typewriter  examination  is  given.  Examinations  are  held  as  the  needs  of  the  service 
require  and  are  duly  announced. 

129.  Information  concerning  examinations  for  the  petitions  of  stenographer  and 
typewriter  and  messenger  boy  will  be  found  on  pages  20  and  23,  respectively. 

130.  Examinations  for  the  position  of  apprentice  will  be  held  as  frequently  as  the 
needa  of  the  service  require  and  will  be  publicly  announced  by  the  district  secretary. 
The  examination  consists  of  simple  mental  tests  and  a  rating  on  physical  condition. 
Competitors  must  be  not  less  than  15  nor  more  than  IS  years  of  age  on  the  date  of 
examination,  except  that  applicants  who  are  gtadnates  of  a  technical  or  manual 
training  school  may  be  admitted  to  examination  if  not  more  than  20  years  of  age. 
Application  and  examiuation  Form  1375  is  required. 

131.  Examinations  for  other  positions  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  are  daily  announced. 


132.  Information  relative  to  the  positions  of  mechanical  draftsman  and  apprentice 
draftsman,  and  application  forms  therefor,  may  be  obtained  by  addressing  the  secr^ 
tary  of  the  local  board  of  civil-service  examiners  at  the  ordnance  establishment,  or 
the  Secretary,  Third  United  States  Civil-Service  District,  Philadelphia,  Pa.  Appli- 
cations may  be  filed  at  any  time  with  the  district  secretary.  Examinations  will  be 
held  as  frequently  as  the  needs  of  the  service  require. 

Applicants  will  not  be  assembled  for  examination,  but  will  be  required  to  submit 
with  their  application  a  specimen  of  pencil  drawing  (mechanical)  and  a  tracing 
thereof,  with  a  statement  of  the  time  consumed  in  making  each  and  a  sworn  state- 
ment that  the  drawings  submitted  are  wholly  the  work  of  the  applicant.  The  ratings 
will  be  based  upon  the  work  submitted  and  the  applicant's  education,  training, 
experience,  and  fitness,  as  shown  hy  the  application  and  corroborative  evidence. 
The  age  limit  for  the  mechanical  draftsman  examination  is  18  years  or  over  on  the 
date  of  the  examination;  for  the  apprentice  draftsman  examination,  17  to  21  years 
on  the  date  of  the  examination.  Application  and  examination  Form  1312  is  required 
for  both  examinations. 

NONBDnCATIOITAI.  HXAHINATIONS. 

133.  This  class  includes  mechanical  trades  and  similar  positions.  In  section  170 
is  given  a  list  of  positions  filled  by  noneducational  examination,  applications  for 
which  are  received  at  any  time  by  the  district  secretary.  The  positions  named  are 
tiiose  in  which  vacancies  occur  with  more  or  less  frequency  in  various  branches  of 
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the  Bervice,  and  the  resulting  regiBt«ra  are  used  (or  fliliag  vacandes  occurring  in  any 
of  those  brajicbes. 

134.  For  positions  which  are  peculiar  to  the  Ordnance  Department  at  Large  and 
not  mentioned  in  eection  170,  applicatione  are  received  at  any  time  by  the  local 
boards  of  civil-service  extuniners  at  the  ord nance 'establiBhment.  Application  and 
examination  blanks  (Form  1800)  may  be  obtained  from  the  Secretary  Third  Civil 
Servic3  District,  Philadelphia,  Pa.,  or  the  secretary  of  the  local  board  at  the  Frank- 
ford  Arsenal.  The  local  board  will  also  furnish  any  further  information  desired  con- 
cerning these  positions. 

135.  The  age  limit  for  noneducational  examinations  tor  the  Ordnance  Department 
at  Lai^  is  20  yeara  or  over. 

136.  For  additional  information  concerning  noneducational  examinations,  see  page 
23.    For  information  relative  to  certification  and  eligibility,  aee  p^e  25. 

UNSKILLED  LAEOU. 

137.  For  information  concerning  the  position  of  unskilled  laborer  in  the  Ordnance 
Department  at  Large,  application  should  be  made  to  the  hoard  of  labor  employment 
at  the  ordnance  establishment.  General  information  concerning  unskilled  labor  in 
Federal  offices  and  establish menta  will  be  found  on  page  25. 


138.  Clerical.minorclerical,  and  snbclericalpositionsin  field  branches  of  the  Immi- 
gration,the  Steamboat- Inspection,  the  Lighthouse,  and  the  Public  Health  Services; 
in  pension  agencies  and  the  navy  yard;  in  ofiices  of  the  Bureau  of  Animal  Industry, 
the  Weather  Bureau,  the  Bureau  of  Mines,  and  the  Bureau  of  Standards,  etc.,  are 
filled  by  certiBcation  from  appropriate  registers  established  from  examinations  for 
these  grades  as  described  in  sections  27  to  49,  inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

139.  Applications  for  the  stenc^rapher,  the  typewriter,  and  the  combined  stenog- 
rapher and  typewriter  examinations  for  employment  in  the  Field  Service  (Third 
Civil  Service  District,  see  sec.  2)  may  be  filed  at  any  time  with  t)}e  district  secretary 
at  Philadelphia,  Pa.    Applications  will  he  accepted  from  both  men  and  women. 

140.  Esaminations  for  the  Field  Bervice  will  be  held  quarterly  on  the  fourth 
Tuesday  of  Feb'oary,  May,  August,  and  November,  and  oftener  when  necessary,  at 
the  following-named  places: 

Delaware:  Pennsylvania — Continued. 

Wilmington.         '  Hanisburg. 

New  Jersey:  Philadelphia. 

Atlantic  City.  Pittsbui^h. 

Camden.  Sunbury. 

Trenton.  Towanda. 

Pennsylvania:  Uniontown. 

Allentown.  Warren. 

Altoona.  Wilkee-Barre. 

Erie.  Williamsport 

Examinations  may  also  be  held  at  other  places  if  the  needs  of  the  service  require. 

141.  The  age  limit  for  these  examinations  for  the  lield  Service  is  IS  years  or  over 
on  the  date  of  the  examination. 
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142.  Pereons  dedrinK  to  take  an  examination  for  the  field  Service  ehonld  write  to 
the  district  secretaiy  for  application  Form  1371  and  Form  1424.  The  latter  form,  In 
addition  to  fnll  information  concerning  the  scope  of  theezamination  and  the  require- 
ments for  the  Field  Service,  contains  complete  instructions  relating  to  like  examina- 
tiona  for  the  Departmental  Service  at  Washington,  D.  C.,the  Philippine  Service,  and 
the  Isthmian  Canal  Service.  If  he  no  deairee,  a  person  may  take  a  separate  examina- 
tion for  any  or  all  of  these  services  in  addition  to  that  for  the  Field  Service.  Exam- 
ination for  the  Field  Seivice  and  for  other  servicee  can  not  be  taken  on  the  same  date: 
If  an  elig^ble's  name  is  borne  on  the  registen  for  more  than  one  service,  his  appoint- 
ment from  the  departmental  or  the  field  register  will  not  cancel  his  eligibility  on  the 
roisters  for  any  ol  the  Other  services,  bnt  his  appointment  from  the  Istimiian  Canal 
or  the  Philippine  raster  will  cancel  his  el^hility  on  the  K^ieters  for  alt  services. 

143.  Apphcations  for  the  Departmental,  Isthmian  Canal,  and  PhiUppine  Services 
may  be  filed  at  any  time  with  the  United  States  Civil  Service  Commission,  Washing- 
ton, D.  C.  Application  Form  304  is  reqoired  for  the  Departmental  and  Isthmian 
Canal  Servicee;  for  the  Philippine  Service  Form  2  is  reqoired.  Applications  of 
wom^  will  not  be  accepted  for  the  Isthmian  Oanal  and  Philippine  Services. 

144.  As  stated,  stenographer  and  typewriter  examinations  are  held  for  fonr 
hranches  of  the  service,  namely,  the  Departmental,  the  Field,  the  Isthmian  Canal, 
and  the  Philippine  Services.  Transfer  of  eli^bility  from  the  register  for  one  service 
to  that  for  any  one  of  the  other  services  may  be  made  at  any  time  within  the  period 
of  eligibility  if  there  is  reason  for  such  transfer  which  is  satisfactory  to  the  Com- 
mission and  the  eligible  complies  with  the  requirements  of  the  service  to  which 
ttsnefer  of  el^bility  is  desired. 

Transfer  of  el^bility  within  the  Held  Service  from  the  stenographer  and  type- 
writer register  for  one  <avil-6ervice  district  to  the  register  of  another  dvil-service 
district  may  be  made  with  the  approval  of  the  district  secretaries  concerned. 

The  name  of  an  eligible  transferred  to  the  renter  of  a  district  in  which  he  was 
not  examined,  either  from  Washington,  D.  C,  or  from  another  district,  will  not  be 
certified  while  there  are  three  available  eligiblee  examined  within  the  district,  unless 
he  has  actually  moved  to  the  district  to  which  his  eligibility  is  transferred,  in  which 
case,  for  the  purpose  of  certification,  his  place  of  r^stration  will  be  oonsidered  as 
the  examination  point  nearest  bis  new  place  of  residence. 

An  eligible  who  moves  from  one  place  to  another  within  a  civil-service  district 
may  upon  written  reqnest  and  with  the  consent  of  the  district  secretary  have  his 
place  of  registration  changed  to  the  examination  point  within  the  district  nearest 
his  new  place  of  reddence,  provided  the  needs  of  the  service  justify  such  transfer. 

In  all  cases  of  transfer  of  eligibility,  irrespective  of  the  branch  of  the  service, 
approval  of  such  transfer  will  depend  ufwn  the  need  of  eligibles  in  the  branch  of 
the  service  or  the  locality  to  which  transfer  of  eligibility  is  desired. 

146.  In  filUng  vacancies  in  field  poeitiona  certification  to  the  varions  branches  of 
the  service  will  be  made  as  stated  in  section  189. 

146.  An  order  issued  by  the  War  Department  requires  of  all  appointees  to  field 
branches  of  that  department  wiUingneas  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  if  necessary.  It  is  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  his  will.  While  serving  in  the  Philippines  employees  are 
given  an  increase  of  $200  per  annum  in  their  pay,  and  they  are  allowed  transporta- 
tion expenses.  Two  years  is  usually  the  duration  of  anch  duty.  Applicants  for 
examination  for  the  Field  Service,  therefore,  should  indicate  in  their  applications 
their  willingness  or  nnwillingnes3  to  accept  appointment  in  services  under  the  War 
Department  and  the  lowest  salaries  they  are  willing  to  accept  while  employed  in 
the  United  States. 
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147.  Tbe  demand  for  male  atonographer  and  typewriter  eligiblea  usually  is  greater 
than  the  supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  fortbose  whose 
services  prove  satisfactory.  The  usual  entrance  salaries  are  S800  to  S900  per  aanam. 
There  is  also  a  demand  for  typewrit«is  at  $480  and  S540  per  annum,  with  good  pros- 
pects for  advancement. 

DEPtlTY  UNITED  STATES    MARSHAL,  DEPARTMENT    OF 
JUSTICE. 

148.  All  United  Statee  depaty  marahale,  except  those  employed  as  field  deputies, 
or  whose  chief  dniiee  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacandee  in  this  position  will  be  filled  as  indicated  in  the  following  paragraphs: 

140.  Vacancies  in  poeitionB  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeepii^  will  be  filled  by  certification  from  the  stenographer  and  type- 
writer or  the  bookkeeper  r^Toter  for  field  services  of  those  who  were  examined  in 
the  State  in  which  the  vacancy  exists.     (See  sees.  139  to  147,  inclusive,  and  163.) 

150.  For  vacandee  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  register  of  eligjbles  who  were  examined  in  the  State  in  which  the  vacancy 
exists. 

151.  Vacandee  in  the  portion  of  chief  office  deputy  will  be  filled  in  like  manner, 
unless  it  is  determined  by  the  department  to  fill  such  vacandea  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

152.  Full  informationrelative  to  the  first-grade,  or  clerical,  examination,  jnclnding 
a  list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  annual 
examinations,  is  ^ven  on  p^^  7. 

ELEVATOR  CONDUCTOR. 

153.  Thepositionof  elevatorconductor  in  Federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
page  28,  with  a  weight  of  50  per  cent,  and  training,  experience,  and  fitness  60  per 
cent. 

154.  The  minimum  age  limit  for  this  examination  is  20  years;  there  is  no  maxi- 
mum age  limit. 

156.  Application  and  examination  Form  1371  (issue  of  December,  1911,  or  later), 
including  the  medical  certificate,  is  required, 

156.  Applicants  for  this  examination  most  be  able-bodied  and  physically  capable 
of  performing  manual  labor. 

157.  In  rating  the  element  of  "  experience"  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motonnan,  or  electric  craneman,  and  applicants 
who  have  not  had  at  least  six  months  of  such  experience  will  not  be  admitted  to 
the  examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experi- 
ence must  have  been  gained  within  the  twelve  months  just  prior  to  the  date  of 
application.  Applicants  must  fully  indicate  in  thdr  applications  the  kind  of  eleva- 
tois,  and  whether  passenger  or  freight,  upon  which  they  have  been  employed,  as 
well  as  the  length  of  their  experience. 

168.  This  examination  will  be  held  in  the  dty  in  which,  or  in  the  vicinity  of 
which,  a  vacancy  occurs,  and  only  when  eligibles  are  needed,  due  announcement 
of  whidi  will  be  made. 
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MES8ENOEB  BOT. 

150.  EitaminationB  for  fllUng  vacandee  in  this  podtion  are  held  in  the  dtjr  in 
which,  or  in  the  vicinity  of  which,  a  vacajxcy  occnre,  and  only  when  eligibles  are 
Deeded.  The  examination  will  consiBt  of  the  tbiid-grade,  or  anbclerical,  eubjects, 
OB  Hbonn  on  page  2S,  with  the  exception  of  the  enbject  of  tnuniag,  experience,  and 
fitness,  each  of  the  five  eubjecle  having  a  weight  of  20  per  cent  When  examina- 
tJona  are  to  be  held,  dae  annonncement  is  made. 

160.  The  f^  limits  for  this  examination  are  16  and  18  years.     (Bee  sec  20. ) 

161.  Application  Form  1371  is  required. 

162.  While  there  are  no  he^bt  or  weight  requlrementa  for  the  poeitaon  of  meflsen- 
ger  boy,  eli^bles  whose  weight  ia  grosely  disproportionate  to  their  age  may  not  be 
certified  for  filling  vacanciea  in  positions  the  duties  of  which  are  sach  that  tmusual  - 
weight  wonld  interfere  with  their  proper  performance. 

OTHER  EDUCATIONAL  EXAMINATIONS. 

163.  Eliminations  for  the  posilionB  of  bookkeeper  and  telephone  operator  in 
various  branches  of  the  service,  wireman  and  mechanical  draftsman  in  the  Biueian 
of  Mines,  Junior  laboratory  helper  in  the  Bareaa  of  Btandards,  matron  in  the  Immi- 
gration Service,  and  magazine  attendant  at  the  navy  yard  will  be  held  only  when 
el^bles  are  needed,  and  will  be  duly  announced.  Application  forms  will  not  be 
distributed  and  applications  will  not  be  recMved  until  such  annonncement  is  made. 

NONEDUCATIONAL  EXAMINATIONS. 

164.  This  class  includes  examinations  for  the  mechanical  tisdee  and  similar  por- 
tions which  do  not  require  a  mental  test  These  poeitione  in  the  Custodian  Bervice, 
the  Quartermaster' B  Department  at  Lsrge  the  Engineer  Department  at  Imge,  the 
Ordnance  Department  at  Large,  and.  certain  other  branches  of  the  service  hAve 
been  placed  under  the  district  system.    (See  sees.  2  and  3  (b).) 

165.  Appropriate  examinations  are  held  based  on  physical  ability,  and  training, 
experience,  and  fitness.  TherdaHvewiahltoflhetendiJeeUonagoaleofJOOare:  Fkygical 
ability,  40;  training,  experience,  andjiinesx,  60.  The  information  on  which  the  ratings  are 
based  must  be  famished  hy  the  applicant  in  the  application  blank.  Care  should  be 
taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufficient  basis 
may  be  had  for  rating  the  p^wrs.  Each  question  in  the  application  and  vouchers 
mnst  be  fully  answered.  All  statements  relating  to  training,  experience,  and  fitness 
are  Eubject  to  verification. 

166.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows : 

(a)  Phvsicaj.  ABiLrrr. — An  applicant  without  apparent  physical  disqoalification 
is  rated  at  98  for  this  element  For  phydcal  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  98,  according  to  the  natnie  of  the  defects. 

(6)  TnAiNiNa,  bxfbbhncr,  and  irmffiB. — Tliia  sul^ect  will  be  rated  npon  the 
statemente  made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  will  be  ^ven  to  the  date,  length,  qoaUty,  and  charac- 
ter of  the  experience  shown,  and  special  consideration  will  be  given  experience 
which  is  continnons  and  recent. 

167.  In  any  of  these  examinations  the  Commisnon  may  in  its  discretion  call  for 
such  additional  evidence  of  qnaliflcations  or  capacity  as  it  may  deem  necessary, 
bat  no  recoDunendations  other  than  those  called  for  by  the  Commission  will  be 
conudered. 
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168.  All  competitora  rated  at  70  or  mor«  are  elif^ble  for  appointment,  and  their 
names  are  placed  on  the  proper  r^iirter  according  to  their  ratinga;  but  the  names  of 
persons  preferred  under  aection  1754,  Revised  Statotee,  rated  at  65  or  more,  are  placed 
above  those  of  persons  who  have  not  been  allowed  such  preference.     (8ee  eec.  10.) 

169.  When  noneducational  examinations  are  given,  applicants  are  not  assembled 
for  a  mental  examination,  bat  are  required  to  file  tnlly  executed  applicatione,  on  the 
form  prescribed,  with  the  secretary  of  the  civil-eervice  district  in  which  employment 
is  desired,  unless  otherwise  specified. 

170.  For  the  following-named  positions  applicatJons  are  received  at  any  time  by 
the  secretary  of  the  Third  CSvil  Service  District,  Philadelphia,  Fa. : 
Blacksmith.  Machinist. 

Carpenter.  Machinist's  helper. 

Chaufieur-machinist  Master. 

En^neer,  marine  gasoline.  Mate. 

Engineer,  marine  steam.  Painter. 

Engineer,  stationary  steam.'  Pilot 

Fireman,  marine.  Plmnber. 

Fireman,  stationary.  Plumber  and  steam  fitter. 

171.  Application  and  examination  blanks  (Form  1800)  may  be  obtained  from  the 
district  secretary.  Those  who  wish  to  apply  for  more  than  onepositionmust  filea 
separate  application  for  each  position  desired. 

172.  Applicants  for  the  podtione  oE  marine  steam  engineer,  marine  gasoline 
en^neer,  master,  mate,  and  pilot  should  ^ve  in  their  applications  the  names  and 
tonnages  of  the  vessels  upon  which  they  have  been  employed  and  submit  with  their 
applicatione  licensee  or  certificates  from  the  proper  steamboat  inspectors  showing  the 
grade  and  character  of  the  licenses  held  by  them. 

173.  Applicants  for  the  position  of  chauffeur-machinist  must  be  journeyman 
machinists,  and  in  addition  they  most  have  had  experience  both  in  repairing  and 
driving  automobiles,  autotrucks,  or  other  motor  vehicles;  in  other  words,  applicants 
must  be  general  machinists,  automachinists,  and  cbsnffenrs. 

174.  Registers  will  be  established  quarterty,  ormore  frequently  or  less  frequently, 
ae  the  needs  ot  the  service  require.  To  receive  consideration  tor  a  certain  quarter, 
appli(«tions  mnst  be  filed  in  compUuform  with  the  district  secretary  not  later  than 
the  15th  of  March,  Jane,  September,  or  December,  as  the  case  may  be.  The  r^a- 
ters  will  be  made  np  on  or  soon  after  the  let  of  April,  July,  October,  and  January. 

175.  From  the  roisters  resulting  from  these  examinations  certification  will  be 
made  for  filling  vacancies  as  they  occur  in  various  branches  of  the  service,  princi- 
pally in  the  Quartermaster's  Department  at  large,  Engineer  Department  at  Large, 
and  Ordnance  Deparijuent  at  large,  arid  occasionally  in  the  Custodian  Service  and 
certain  other  branches.  In  making  certiflcaliDns  due  r^^rd  will  be  had  for  the  age 
limits  and  other  requirements  of  the  service  to  which  certification  is  made.  Further 
information  relative  to  the  Quartermaster's  Department  at  Xjuge  is  given  on  page  17; 
Engineer  Department  at  Large,  page  18;  Ordnance  Department  at  Laige,  page  19; 
Custodian  Service,  page  16.  The  regulations  governing  certification  and  eligibility 
are  shown  on  p^e  25. 

176.  The  district  secretary  or  the  Civil  Service  Commission  at  Washington  will 
fumishinformationconcemingnoneducationalpoutionsnotcovered  by  this  pamphlet 

lEducationaJ  examination  IsreqiilTed  for  ttiis  position  !□  the  Gnetodian  Service  (see  sec.  107),  and 
also  In  the  Quartennaslei'a  Department  at  Large  U  the  aalaiy  ia  more  than  1900  per  anaum. 
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UNSKHjIiED  IiABOREH. 

177.  This  position  ie  unclassified.  In  citiea  where  regulations  are  in  force  govern- 
mg  the  emploTment  of  laborers  in  the  Federal  service,  positione  of  thia  character  are^ 
filled  by  registration  of  eligiblea  after  a  physical  leet.  The  duties  of  men  are  thoee  of 
common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equivalent. 
Labor  r^nlatioDS  are  in  force  at  Philadelphia  and  Pittsburgh,  Pa.,  and  vicinity, 
in  the  Third  Civil  Service  District  Examinations  for  Philadelphia  and  Pittsburgh 
are  held  amiually  in  May.  Application  blanks  may  be  obtained  from  the  Boards 
of  labor  Employment  at  the  post  offices  in  the  cities  named,  between  April  1  and 
May  1  only.  Applications  will  not  be  accepted  UDlees  filed  with  such  boards  prior 
to  the  hour  of  clonng  bnmnese  on  May  1. 

178.  The  age  limits  for  this  position  are  SO  and  60  years.  (See  sec.  20.)  The 
age  limits  are  waived,  however,  in  the  cases  of  honorably  discharged  veterans  of 
the  Civil  War  and  persons  honorably  discharged  from  the  United  States  military  or 
naval  service  by  reason  of  disability  resulting  from  wounds  received  or  sickness 
incurred  in  the  line  of  duty. 

179.  For  information  concerning  this  position  in  cities  where  labor  regulaUons  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
employment  ie  desired.  The  secretary  of  the  local  board  of  civil-service  examiners 
at  Ihe  Frankford  Arsenal,  Philadelphia,  Pa.,  will  furnish  npon  request  iofonnation 
relative  to  the  employment  of  unskilled  labor  at  the  arsenal  referred  to. 

CERTIFICATION  AND  EUGIBIDITY. 

ISO.  After  the  paperaof  an  examination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  the  re^ster  in  the  order  of  the  averages  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, ' 
except  in  the  cases  of  persons  honorably  discharged  from  the  United  States  mililary 
or  naval  service  Jor  dieabilily  incurred  in  the  line  of  duly.  The  names  of  such  persons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Oommiseion  and 
who  attain  an  average  percentage  of  not  lees  than  65  will  be  placed  at  the  head  of  the 
eligible  register.     (See  sec.  10.) 

181.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  accordii^  to  the  requisition  of  the  nominating  officer. 

182.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on 
the  register,  but  the  entire  roister  may  be  extended  for  a  further  period,  if  in  the 
judgment  of  the  Commission  the  needs  of  the  service  so  require. 

183.  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
vacancy.  Unless  sooner  selected  for  appointment,  an  eligible  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointing  ofiicer  in  each 
service  for  which  he  may  be  eligible  for  appointment.  An  eli^ble  will  not  be  certi- 
fied for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  hisesamination  papers.  The  appointment  of  a  person  whose  name 
is  on  more  than  one  register  ordinarily  operates  to  cancel  hia  eligibility  on  all  regis' 
ters  of  the  same  or  lower  grade;  an  eligible  should  therefore  advise  the  district 
secretary  whether  he  desires  his  name  lo  remain  on  any  register  established  from 
examination  other  than  the  one  which  resulted  in  his  appointment.  Appointments 
may  be  made  from  a  higher-grade  register  for  filling  vacancies  in  a  lower-grade 

184.  For  filling  vacancies  in  the  Internal-Revenue  Service  certification  will  be 
made  of  the  names  of  eli^bles  who  were  examined  in  the  internal-revenue  district 
in  which  the  vacancy  occurs. 
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1S5.  For  fllling  vacsncieB  in  th«  Customs  Service  certification  will  be  made  of  the 
names  of  the  eligiblea  examined  at  the  port  at  which  the  vacancy  exists,  except 
where  examinations  are  held  also  at  subports  for  the  convenience  of  applicants  the 
highest  eli^b1e«  will  be  certified  of  those  examined  at  the  port  and  at  subports. 
(See  sec.  70.) 

186.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  in  post  offices  a  sepa- 
rate roister  is  established  for  each  clasnfled  post  office,  contmning  the  names  of 
eligiblea  examined  for  such  office.  For  certain  large  post  offices  separate  male  clerk 
and  carrier  registers  are  established,  while  for  all  other  offices  in  which  both  clerks 
and  city  carriers  are  employed  the  names  of  male  eUgibles  are  entered  on  both  the 
clerk  and  the  carrier  ret^sters.     (See  sees.  85  to  89). 

187.  In  filling  vacandes  in  the  position  of  office  depnty  TTni(«d  States  marshal 
certification  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  Btate 
in  which  the  vacancy  exists. 

188.  CertiflcaUon  for  filling  the  position  of  clerk  in  the  Army  Transport  Service 
will  be  made  of  eligibles  examined  in  the  city,  or  the  vicinity  of  the  city,  from  which 
the  transport  siuls. 

189.  In  making  certification  for  filling  vacancies  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  regu- 
lations outlined  in  the  forgoing  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  eo  far  as  possible.  In  case  the  register  for 
any  locality  becomes  exhansted  resort  may  he  had  to  the  re^^ster  for  the  nearest 
locality  that  contains  the  names  oi  el^hles  available  for  the  position  vacant.  Each 
competitor  will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate 
the  locoUties  in  which  heia  willing  to  accept  appointment  For  transfer  of  eligibility 
on  stenographer  and  typewriter  re^sters,  see  section  144. 

190.  In  filling  vacancies  in  any  position  filled  by  educational  examination  not 
specifically  provided  for  above,  certification  will  be  made  of  eligibles  examined  at 
the  place  at  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  exists. 

191.  In  filling  vacancies  in  positions  filled  by  noneducational  examination  and 
for  which  applications  are  filed  with  the  district  secretary,  certification  wUI  be  made 
of  eligibles  readily  avulable  for  employment;  in  other  words,  of  thoae  who  live  in 
the  place,  or  in  the  vicinity  of  the  place,  of  employment,  and  of  those  who  present 
themselves  to  a  member  of  the  local  board  of  civil-service  examiners  (or  to  the 
employing  officer  when  there  is  no  local-board  member)  at  the  place  at  which 
employment  is  deaired.  An  eligible  who  does  not  live  at  the  place  where  he  dedrea 
employment  will  not  be  certified  for  appointment  there  until  he  has  personally 
appeared  before  a  member  of  the  local  board  of  examiners  or  the  employing  officer  at 
that  place,  has  secured  a  certificate  from  the  board  member  or  the  employicg  officer 
showing  l^e  date  on  which  he  appeared,  and  tias  filed  such  certificate  with  the  dis- 
trict secretary.  In  this  connection  vidnity  is  defined  as  the  territory  within  the 
uenal  commuting  distance.  An  employing  officer  is  the  official  in  charge  of  an 
office  or  other  establishment.  Eligibles  on  repsters  maintained  by  the  district  aec- 
retary  will  be  certified  for  filling  vacandes  occurring  in  any  branch  of  the  service. 
From  r^psters  maintained  by  local  boards,  certification  will  be  made  of  the  highest 
qualified  eligibles  on  the  local-board  registers,  in  conformity  with  the  spedal  r^ula- 
tions  governing. 

192.  Every  appointment  is  made  for  a  probationary  period.  If  the  appointee  is 
retted  in  the  service  at  l^e  end  of  six  months,  such  retention  is  equivalent  to  his 
absolute  appointment.  In  the  Poet-Office  Service  the  period  of  probationary  appoint- 
ment begins  from  the  date  of  appointment  as  H^lar  clerk  or  carrier  and  not  from 
the  date  of  appointment  as  snbstitnte. 
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INFORMATION  CONCERNING  OTHER  SERVICES. 

193.  A  Maoual  of  Esamioatioita  is  issued  by  the  United  States  CSvil  Surice  Com- 
mission  in  January  and  July  of  each  year.  It  contuns  full  information  concerning 
the  T^ular  spring  and  fall  examinations  for  poutions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  aervicee. 
4  copy  of  the  Manual  may  be  had  by  addreenng  the  United  States  CSvil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 


194.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  be 
filled.  Eligiblee  are  certified  to  vacancies  in  the  departments  at  Washington,  or  In 
the  local  offices  in  the  vicinity  of  their  placed  of  residence,  or  elsewhere,  as  in  the 
judgment  of  the  Civil  Service  GommissioD  may  be  required  (or  the  good  of  the 
service. 

Information  conceruiug  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C.,  or  the  district  secretary. 

RURAL  DEUtVERT  CARRIER. 

195.  Examinations  for  the  position  of  rural  carrier  will  be  held  as  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  lor  the  Bnral  Carrier  Extuuination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Third  Civil  Service  District, 
Philadelphia,  Pa. 

196.  The  age  limits  for  this  examination  are  18  and  55  years,  the  maximum  limit 
being  waived  in  the  cases  of  honorably  discharged  United  6tat«e  soldiws  and  sailors. 
(Bee  sec.  20.) 

FOURTH-CLASS  POSTMASTER. 

197.  On  November  30,  1908,  the  President  issued  an  order  placing  fourth-class 
postmasters  in  the  States  of  Mune,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for 
examination  applicants  for  this  position  are  required  to  be  at  least  21  yeara  of  age, 
except  that  women  are  eligible  for  examination  at  18  in  States  where  women  are 
declared  by  statute  to  beoffnll  age  for  all  purposes  at  16.  It  is  also  required  that  an 
applicant  must  reade  within  the  territory  supplied  by  the  post  office  for  which  appli- 
cation is  made,  and  that  he  shall  personally  conduct  the  office  if  appointed.  Examina- 
tions are  held  only  when  eligibles  are  needed  to  fill  existing  or  contemplated  vacancies 
in  the  States  named,  and  no  applications  are  received  until  the  examinations  are 
announced.  A  copy  of  the  regulations  governing  the  appointment  of  fourth-class 
postmasters  may  be  obtained  from  the  United  States  Civil  Service  Commission, 
Washington,  D.  0.,  npon  request 
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DESCRIPTION'  OF  EXAMINATIONS. 


.SSfSMKSii 

Service,  1  boon;  other  serv- 
ices, 41  hoDH.) 

Thlnl*r»de,  or  mbeleriraJ. 
(Time  allowed.  S  hoats.) 

Babjecta. 

u 

II 

Subjects. 

if 

SaljJectB. 

10 
26 
15 

16 

10 

20 
20 

16 

b.  CopyInK  and  correcting 

'■  "^^P    '"^    P'"" 

fi.  copy^    i«.n,    pUlx. 

ItTnlted  StaUa  geogra- 

S,  TraiDing,  experience, 

\He*5ni»iiareMes"..,. 

Poet-OtBce 
training,  eiperlence. 


■  Tbe  subject  ol  readlcj  addresses  is  given  as  subject  si: 
Service;  lor  other  services  the  slith  subject  Is  United  Btal«8  geography, 

■  Rated  on  application  and  coiroboratlve  evidence.    All  statements  rel 
and  flttieta  are  subject  to  verlBcatlon. 

In  the  first-grade  examinalion  competitore  who  fail  to  attain  a  ratit^  of  at  least  70 
in  arithmetic  or  STi  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  subjects  of  tlieir  examipatione  will  not  be  rat«d. 
SPECIMEN  QUESTIONS. 

FIRST- OR  ADB  BXAM I  NATIONS. 

1.  Spkluno:  Twenty  words  of  mora  tbso  avenwe  difficalty.  3.  AmrHHEnc: 
Ftmdam^itat  rales,  fractions,  percentage,  interest,  dieconnt,  analysis,  and  statement 
of  simple  accounts.  8.  PEmUNSHip:  Bated  on  legibility,  rapidity,  neatness,  and 
general  appeanmce.  4.  Rbfobt  WBrnNo:  Test  in  writing  in  letter  form  a  report, 
not  more  than  20O  words  in  length,  Bummarizing  and  orrangii^  in  It^cal  order  a  series 
of  facts  incloded  in  a  given  statement  of  400  to  600  words.  S.  Copyiho  and  cor- 
BBcriHo  MAumcHiPT:  Test  in  makii^  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc.     6.  Gboo- 

RAFHT  AND  Civil,  OOTBBNMBNT  OP  THB  UlJITBD  StATM. 

The  following  questions  and  teats,  which  have  been  need,  indicate  the  general 
character  of  these  subjects; 

nrat  Subject— Spelling — Spelling  Is  dictated  by  the  examiner.  The  words  are  written  by  the 
competitor  in  the  blank  spaces  indicated  on  the  first  sheet  of  the  eiamlnation.  All  words  should  be 
commenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  lis  deSoltion.  The 
competitor  is  required  to  write  only  the  word  and  not  its  definition. 

<^l*nder.-  A  long  round  body.  Promiitiiry:  Containing  a  promise;  as,  a  promissory  note.  EttenHid: 
Necessary  or  indispensable.  Dltcemait:  Apparent  or  visible.  Opportunfiii.'  Afltorconvenlenttime. 
DaxHJiU:  False  or  tricliy.  Dtjerma:  Respect  or  regard,  Intaiion:  The  actot  placing  In;  as,  thelnser- 
tionol  an  advertisement.  i^licifftate;Tomakeeaey;  as,  to  facilitate  business.  Scltenedady:  A  city  of  the 
UnltedStates,  Jf(/aim(.-Lyingnearorborderlngon.  SouKnfr.- Atokenofremembrance.  Concedinn: 
YleIdlngorgivingup;as,concedingapolDt.  Unrage:  LIneofdesccntor  ancestry;  as,  of  royal  lineage, 
Defettruua.-  Harmful  or  injurious:  be,  deleterlooB  to  health,  HoritonkU:  On  a  level.  Patrimony;  Ad 
estate  inherited  from  one's  father.  CertfJIcaU:  A  written  teedmony;  as,  a  marriage  certificate.  Rtter- 
volr:  A  place  of  storage;  as,  a  water  reservoir.    PrivUegt;  A  right;  as,  the  privilege  of  voting. 

Second  Sabject— ArlthmeUc— In  solving  problems  the  processes  should  be  not  merely  indicated, 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  In  full.  The  answer  to  each 
problem  should  be  indicated  by  writing  "  Ans."  after  it. 

1.  This  question  comprises  a  tfstin  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
three  eolumnsof  about  twelvennraborBCach  to  beadded,  2.  Divide  47A  by  Jf  multiply  the  quotient 
by  BJ,  and  to  the  product  add  0.0907  of  2U.6.  3.  A  father  Invested  a  aufflcient  sum  of  money  In  Maasa- 
cbusetts  fives  at  07),  brokerage  )  per  cent,  to  give  his  son  an  annual  income  olfl.'^OO.  What  was  the 
sum  Invested  ?  4.  The  appropriation  for  the  Civil  Service  Commission  for  the  fiscal  year  ended  Jane 
30, 1897,  waB(98,3«.  During  that  yearBO.OOOpersons  were  eiamlned.  If  84  per  cent  of  thisnnmber 
failed  to  pass,  and  171  percent  of  those  who  passed  were  appointed,  what  was  the  average  cost  to  tho 
Government  of  each  appointment?  0.  On  April  1, 1901,  Amos  Ward  owed  Graves  &  Coon  168.90  on 
account.  AprlUhe  sold  them  68  barrels  potatoes  at  »2.75  per  barrel,  April  8  he  gave  them  ■  draft 
on  Ban  Francisco  (or  |1,880,  which  they  accepted  at  1  per  cent  didconnt.  April  9  they  sold  Ward 
864  bushels  com  at  84i  cents  per  bushel.  April  16  they  bought  ol  him  2,980  feet  lumber  at  Jl.ia  per 
hundred  feet.  April  19  they  sold  hhn  B4i  do*en  chairs  at  90  cents  each.  April  21  Ward  bought  of 
them  1.260  eggs  at  14  cents  per  doien.  April  28  '  _ 
days.    April  29  he  bought  of  them  2,980  ponnds  hay  at  SU  a  lo 
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e  gave  them  a 


.    Hake  an  Itemised 


e  in  sixty 


above  ocDOunt  m  It  should  appeu  taken  fioni  the  book*  of  WaM;  nuke  ■  proper  beading:  cloee  the 
scctmat;  sad  bring  down  the  balance  as  It  ebould  have  appeared  Ha;  l,  IVM. 

Third  SubtMt— PeDmanablp.— Tbe  rating  on  penmanablp  will  be  determined  by  leglbllll;, 
npldltr,  neatnew,  and  genenl  appearance,  and  by  coTTMlncn  and  anlformity  fn  [be  lotmatlOD  ol 
vords,  letlen.  and  piiactuatloD  marka  In  Ibe  eierclse  of  tbe  lotulh  iQbJect— repon  vrlting.  No  par- 
ticular Btrle  of  penmanablp  Is  preferred. 

roDitli  SiAJwC— Baport  Wimni.— la  thii  eierdK  tbe  oompetltor  la  given  a  loose  statement  of 
facts,  400  to  500  words  In  lengtb,  which  he  Is  to  summarlEe  and  arrange  into  a  logical  and  complet* 
report  in  tbe  form  of  a  letter  ol  not  more  than  200  words. 

This  exercise  la  designed  to  test  tbe  competitor's  knowledge  of  simple  English  composition  andhia 
^neral  intelligence.  In  callng  the  report,  Ita  errors  of  fonn  and  address,  spelling,  c^llalliatlon, 
punctQaUon.syntai,  and  style,  aod  the  anBngement,i»notaen«ea,  and  complelenesa  o(  tbe  report, 
are  considered. 

Fifth  Subject— CoprltiK  and  CorrecttngMaiKucriptr-Spelllng,  use  of  caidtalB.  and  all  ominioiu 
and  miatakea  will  be  token  Into  conaideratlon  In  rating  this  subject. 

DirediimtUiViecompetUor.—Vlrite  ^correcUd  copy  of  tbe  manuscript  accompanying.  Correct  all 
erroTS  In  syntax,  spelling,  punctuation,  and  capitalization;  write  In  full  abbreviated  wonis,  etc.,  oa 
indicated.  Do  not  paraphrase  tbe  language  of  the  copy,  or  Insert,  omit,  or  modify  words,  phrases, 
or  punctuation  marks,  except  as  may  be  necenary  to  correct  erron. 
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SUtb  8abJ«ot— Oeograpliy  and  ClTll  Qorsrmiieiit  of  tbe  United  Statea. — (tuea- 
tkuul,  2,  and  S  of  tbla  subject  an  on  geography  of  the  United  States  and  ore  elmilBT  lo  quoBttona  1,  ^ 
and 4 of  leeond-gnide geognqihr  OS  shown  nnder  that  subject.  Questions  land  5&ie  on  clrll  so*- 
ermnent  of  the  Onlted  States.   The  followlDg  quastloaa  have  been  used: 

4.  (a)  Hnv  are  Justices  of  the  Supreme  Court  appoIat«d?  (ft)  How  majir  amendmenls  have  been 
added  to  the  Constitiitloii  of  the  UnlMd  States!  B.  (a)  Name  two  ways  in  which  a  bill  marbecomea 
law  without  the  Freddent's  signature,  (b)  Nome  the  following  offlelals :  Speaker  of  the  National 
HcHue  of  KepresentatlTea,  Chief  Justice  of  the  United  States,  and  Secretary  of  Slate. 

SSCOND-ORADB  EXAMINATION. 

1.  Spelling;  Twenty  words  of  average  difficulty  in  common  uee,  2.  Abith- 
MBrtc:  Embmces addition,  eubtraction,  mnltiplication,  and  division  of  whole  numbers, 
and  common  and  decimal  fractiouB.  S.  Lbitbb  wbitihg:  Test  in  the  use  of  the 
English  langD^e  for  busiDeee  coneepoDdence.  4.  Penmanship:  Marked  on  legi- 
bility, rapidity,  neatnees,  and  general  appearance.  5.  Copying  ntou  plain  copt  ; 
An  exact  copy  of  a  few  printed  lines  in  competitor's  baadwridng.  6.  (Services 
other  than  Post-Office),  Gkoobapht:  Questions  relating  to  the  boundaries  of  States 
and  to  capitals,  lai^eet  cities,  riveta  and  other  bodies  ol  water,  and  the  location  by 
States  of  prominent  cities;  (Post-Office  Service),  Reading  Addresses. 

The  following  qneetiona  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  subjects : 

First  8ii1>Jeot—SpeIllnK-— Spelling  is  dlclaled  by  the  eiamlner.  The  worde  are  written  by 
tbecompetltoilu  the  blank  spaces  Indicated  on  the  Sntebeetof  the  ezaioinadoii .  AH  woidasboold 
be  eommenoed  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  Its  definition. 
The  competltorls  required  to  write  only  the  word  and  not  Itt  deaniliau. 

Opponent.'  One  who  opposes:  u,  a  political  opponent.  Frauitnl:  The  Chief  Executive  of  the  United 
Btales.  Cbn^iuror.*  One  who  conquers.  Whotiefme:  Healthful;  as,  wholesome  food.  Aehiat;  To 
gain;  as,  to  achieve  saccess.  TnaiqtM:  Quiet  or  peaceful.  Detach:  To  separate  or  remove;  as,  lo 
detach  a  leaf  from  a  book,  £Q>en*<«.' Very  costly.  I>fcsaM.- Death;  as.apenaD'sdecease.  NoHceabte: 
Worthy  of  notice;  as,  a  noticeable  occasion.  SatpiciiHit;  Exciting  suspicion;  as,  a  suspicious  circum- 
stance, nrrace:  A  iklsed  bank  of  earfli.  Sappiag:  Making  a  number  of  quick  blows.  Langtuige; 
Thespeectiof  apeopte;BS,theEiigtlshlangDage.  Stiitdiile:  A  list  or  Inventory;  as.  aschedule  of  prices. 
IVfnf.-  Binding  or  fastening  with  a  cord,  Vvlgar;  Low  or  mean.  Oourte;  A  way  or  track;  as,  a  tace 
Oonrse.    Salon);  A  slated  allowance  paid  for  services.    ClUeago:  A  city  In  the  United  Stales. 

Seoonil  STibJeot— Arltluuetlo.— In  solviae  problems  the  pioceraes  should  be  not  merely 
Indicated,  but  all  the  figures  oecessaiy  In  solving  each  problem  should  be  given  In  full.  The 
answer  lo  each  problem  should  be  indicated  by  writing  "Ans."  after  It. 

1.  Add  the  following,  and  from  the  sum  subtract  S2,Sfl5,69£  (here  will  be  given  a  short  column  ol 
figures).  X,  Multiply  7A  by  SUA  and  divide  the  product  by  1.91.  Solve  by  dedmale.  S.  A  carrier 
can  assort  ^  letters  or  37  papers  In  a  minute.  At  this  rate,  how  many  hours  will  It  take  him  to  assort 
t,tGG  letters  and  18G  pounds  of  papers,  averaging  7  papers  to  the  poundT  4.  A  lot  which  was  BS  feet 
wldeaiidIKlfeetlongKildfoit8,UT.ea,  which  was  one-fourth  more  than  It  coat.  What  was  the  cost 
per  square  loot?  S.  In  a  certain  moil  there  are  SIM  pounds  14  ounces  (rf  newspapers  weighing  at  the 
rate  of  S  papers  to  every  7  ounces.    How  many  papers  are  there  in  the  mail?    K  ounces— 1  pound. 

ThJra  SaUjeot^Iietter  Writing.— Tbe  competitor  Is  permitted  to  write  on  either  of  two 
subjects  given.    The  following  subject  hss  been  used; 

Write  a  letter  of  not  less  than  128  words,  giving  your  views  as  te  the  advantages  derived  from  free 
public  libraries  In  the  principal  cities  of  your  State.  Thlsexerdfie  IsdEalgnedchiefly  to  test  the  com- 
petitor's skill  in  simple  English  composition.  In  rating  the  letter,  its  errors  in  form  e-nd  addreis,  in 
qielllng,  capltallxallon.  punctuation,  eyntei,  and  style,  and  its  adherence  lo  the  subject,  will  be  con- 
sidered. 

Foartb  Sabjeot^Pemnananlp,— The  rating  on  penmanship  will  be  determined  by  legi- 
bility, rapidity,  nealoen,  and  general  appearance,  and  by  correctneat  and  unllormlty  In  the  forma- 
tion of  voids,  lettera.  and  punctuation  marks  iu  the  exercise  of  the  subject  of  copying  from  plain 
copy.    No  particular  style  ol  penmariBhlp  Is  preferred. 

FUtb  Su'bJeot'-CopylnK  from  Plain  Copy.— N.  B,— Paragraph,  spell,  cepltallu,  and' 
punctuate  precisely  as  In  copy.  All  omlsdons  and  mistakes  will  be  taken  into  oonsldeistion  in 
rating  this  subject. 

Uake  an  exact  written  copy  of  the  fallowing: 

No  recommendation  of  an  applicant,  competitor,  or  eligible  luvolvlug  any  disclosure  Of  ills  polit- 
ical or  religions  opinions  or  affiliations  shall  be  received,  Hied,  or  considered  by  the  Commission,  by 
any  board  of  examlneia,  or  by  any  notniuatiug  or  appointing  officer.  In  making  removals  or  reduc- 
tions, or  iu  imposing  punishment  tor  delinquency  or  misconduct,  penalties  like  in  character  aball 
be  imposed  for  like  offenses,  and  action  thereupon  shall  be  taken  irrespective  of  the  political  or 
religious  opinions  or  atBliatlons  of  the  offenders.  A  peisou  holding  a  position  on  the  date  said  pod- 
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Hon  ii  clanUed  under  the  dTll  aui  i  lee  ut  shall  be  entitled  to  all  tke  rights  uid  benefiti  poaseend 
by  persoDg  trf  the  aime  cIssb  or  giade  sppolnled  upon  ei»mln«tloii  under  the  provWons  o(  skid  act. 
Bhtb  Sidijeet— (Sentees  otiiet  tban  Fciat-Ofllee)~aaofnplir.— N.  B.~Competilorg  are  cau- 
tioned not  to  exceed  the  requliementi  of  the  qD«sttona  Id  tbelr  aniwen,  lu  the  full  Talue  ol  a  point 

will  bs  chuged  for  each  Incoirect  point  in  the  aiuwer. 

1.  Name  States  (oi  Terrllories,  il  auy),  aa  fallona:  Two  which  border  Florida  an  the  north;  two 
which  border  Colorado  on  tbe  north;  two  whlcli  border  New  York  on  the  east;  two  which  border 
Wisconsin  on  the  veal;  one  which  borders  Oregnn  on  the  north;  one  which  borders  New  Hampahlre 
ontheeast.  3.  Name;  TbelargeattworlTerswhlchborderon Kentucky;  tbelatgeat two lakea which 
border  on  Michigan;  the  largest  two  sounds  on  the  coast  of  North  Carolina;  the  two  bodies  of  water 
wliich  Uie  Nlagaia  KlTer  connects;  a  river  which  borders  on  Nevada;  tbe  rlier  on  which  Omaha  li 
situated.  3.  {a}  Name  Uie  capital  of  each  of  the  followlns.nained  Btatca  (or  Territories.  If  any): 
WasUnffton,  HIcbigan,  Arkansas,  Maryland,  Hanachnsetts;  (b)  Name  the  most  popuions  city  in  e*di 
of  the  following-named  States  (arTecrllorles,  If  any):  PenosylTaDla,  OregOD,  Vermont,  Lonlslana,  Hit- 
nols.  4.  luwbat  State  lorTerrltory,  if  any)  ii  each  of  the  following-named  prominent  cities  located: 
Ashevnie,  Trinidad,  Amsterdam,  Flndlay,I.ynchbQrg,8edalla,  Walla  Walla, Keene,  Macon, Superior, 

Slitli  Subject— (Post- OfDee  Sendee) — BaadliiK  Addnaaes.— This  exercise  conslsli  of  the  reading 
of  a  number  ol  wrltlen  addresKS,  whluh  are  photollthogiaphcd  on  one  sheet.  A  second  sheet  Is  fur- 
nished, which  contains  the  same  addresses,  these  addresses  being  printed  and  containing  errors  of  omi^ 
■Ion,  BUbatitutlon,  or  Insertion.  The  competitor  Is  reqnlred  to  Indicate  the  errors  in  each  printed 
addreai  by  drawing  a  line  below  the  word  with  peacll,  thus,  Wllam  for  WHllam,  in  any  portion  of  a 
printed  address  which  Is  not  a  correct  copy  of  the  written  address.  He  eiiould  not  draw  a  line 
through  the  incorrect  ward  nor  write  the  correct  word  over  It.  He  should  Indicate  any  words, 
figures,  or  initials  omitted  on  the  printed  sheet  by  the  use  of  a  caret,  thus.  A;  but  shodld  not 
Indicals  the  omission  or  eubstltuUoD  of  a  particular  letter  In  a  word  by  the  use  of  a  caret.  Words 
ahhrcTtated  In  the  written  addrces,  but  printed  In  full  in  the  printed  address,  are  regarded  as  correct 
il  the  correct  words  ate  printed.  Diffeiencea  In  puDctuatlon  or  capitalisation  are  not  regarded  as 
errors.  All  competitors  wlli  be  started  at  a  given  signal  and  will  be  stopped  tt^ether  at  tbe  end  of 
ten  (10)  mlnates.    The  i&Ung  will  be  determined  on  accuracy  only. 

The  lollowiog  are  tllnatratlons  ol  the  method  which  should  be  pursued  In  Indicating  enors: 
WRITTEN  ADDRESS— CO RRBCT. 

PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

ThoodoreM.  Martin,  Foreman  ,  Water  Works, 

High  Road,  arand  Porks,  North  DatoMa. 


WRITTEN  ADDRESS-OOR&BCT. 


PBTNTED  ADDRESS— WITH  ERRORS  NOTED. 
Major  A  A.  T^Chandlsr, 
Fort  Thompson,  AMen  County,  Alabama. 
[3d  Dlst.] 
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THIRD  •ORADB  BXAMINAITON. 

1.  Spelunq:  Twenty  eimple  words  in  ordinary  use.  2.  Abithiibtic:  EmbracM 
addition,  eubtraction,  multiplication,  and  division  of  whole  numbeis  and  of  United 
Stal«a  money.  3.  Lbttbb  wkttino:  Test  in  the  use  of  the  English  language  loi 
businees  correspondence.  4.  Penuanssip:  Marked  on  Ic^bility,  tapidity,  neatness, 
and  geitwal  appearance.  5.  Copyino  7itou  plain  copt;  An  exact  copy  of  a  few 
printed  lines,  incompetitoi'shandwritiiig.     6>  Trainino,  experience,  and  fitness. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general  char- 
acter of  these  subjects: 

First  SnIlJeot—SpellliLS.— Spelling  Is  dictated  b;  the  examiner.  The  words  ate  written  b;  the 
competllor  In  the  blank  spaces  indicated  on  the  first  sheet  of  tiui  elimination.  All  words  abould  ba 
tonunenced  with  capital  letters.  The  examiner  proDOUnces  each  word  and  gives  Its  definition.  The 
oompetltor  Is  required  to  write  onlf  the  word  andDOtltsdeOnltkin. 

Satar:  A  sweet  substanoe  made  trom  the  juloe  at  the  sogar  cane.  Pltdge:  Something  glTcn  as  seoorlCy. 
Quiler;  One  who  has  charge  of  money  in  a  banlc.  Fitart.-  A  mark  representing  a  number.  Otrryiaf! 
Conveyingor  transporting  In  any  way.  SraulUL- The  measure  from  side  to  aide.  SAm(.- The  amount  of 
pqier  made  In  one  body  or  piece;  as.  8  sheet  ol  paper.  SmUd;  In  an  easy  manner.  FnmiiT:  Tbe  border 
artimlts  of  a  country.  Pnlitiiee^  Tlie  alate  or  quality  ot  being  patient.  Guai:  The  set  of  guessing;  as,  to 
guess  at  one's  wdght.  Tirtal;  Tbe  act  of  threatenhig;  as,  to  make  a  threat.  JMOTnond.-  A  precious  gem. 
Fiiit  To  go  to  see;  as,  to  visit  a  friend,  Repair;  To  mend  or  make  over;  as,  to  repair  ololhfs.  Pwplf 
The  body  ol  persons  composing  a  nation;  as,  ttie  American  people.  Beqalre:  To  be  la  need  of;  as,  to 
require  money.  ar<af<.- Soft  animal  fat.  .ituwer.- Toreplyto;  as.toansweraletter.  £rlif.- Toilve;  as, 
to  eilst  In  poverty. 

9eoODil  Sanjeot— AEltbiuetlo.— In  solving  problems  the  prooeeses  should  be  not  merely  indt- 
cated.  but  all  the  flgaresneceisary  in  solving  Bacli  problem  sitould'be  given  In  full.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Am."  after  It. 

1.  (This  question  will  consist  ols  short  eolumn  of  agures  to  be  added.)  3.  Divide  2,408,6SS  by  <,;32. 
B.  MalUply  8,643  by  608,  and  then  subtract  S8,746.  4.  A  merchant,  who  spent  t22S,  twugbt  65  pounds  of 
butter  atSOcents  pec  pound,  84  baiielsofapp1e3Btt2.25perbarrel,  and  spentthe  remainder  fOicofieB.  How 
-  much  did  ha  spend  for  cotfeeT  B.  During  the  month  of  August  4Sa,t)00  bushels  of  wheat  were  ahlpped 
from  a  certain  port.  During  September  lf7,W0  xnore  bushels  were  ahlpped  than  during  August.  What 
was  the  total  number  of  bushelssMpped  In  the  two  months? 

TblEd  Sabjeot— Iietter  Writing The  competitor  Is  permitted  to  writ?  on  either  of  two 

subjects  given.    The  following  subject  has  been  used : 

Write  a  letter  containing  not  less  than  100  words  stating  some  of  tbe  advaatages  now  derived  by  mankind 
bom  tbe  art  of  pilaUng.  This  exercise  Is  designed  chiefly  to  test  the  competitor's  skill  in  simple  English 
composltlao.  In  rating  the  letter  Its  emus  In  form  and  address,  in  spelling,  capitalisation,  punctuation, 
ayntax,  and  style,  and  Its  adherence  to  the  subject,  will  be  considered.  .  .  ■ 

Foartli  Subject— Peamanalil p. —The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  geueral  appearance,  and  by  conectness  and  uniformity  in  the  formation  of  words, 
letters,  and  punctuation  marks  In  the  exercise  of  the  fifth  subject— copying  from  plain  copy.  No  pu-' 
ticularstyte  of  penmanship  Is  prefcTTcd-  '^ 

Plftli  Subjects  copying  from  Flaln  Copy.- N,  B.— Paragraph,  spell,  cspltaUie,  and  punc- 
tuate precisely  as  In  the  copy.  All  omissions  and  mistakes  will  be  taken  Into  consldeiaUon  In  rating  thli 
subject. 

Make  an  eiactaTiaencopff  of  thtf^ioteinff: 

The  present  postal  policy  Is  to  carry  newspapers  in  some  esses  free,  and  In  all  other  cases  at  much  lower 
rates  of  postage  than  Is  charged  for  letters;  the  one  being  for  the  public  weal,  while  the  other  is  for  private 
benefit.  If  the  telegraph  become:  a  pert  o(  tbe  service,  It  will  still  tie  the  duty  of  the  Department  to  tran*- 
mil  telegrams  for  the  press  at  much  lower  rates  than  for  private  Individuals. 


As  soon  as  practicable  after  an  examination,  the  papers  of  tbe  competitors  are 
rated  and  tbe  average  petcent^e  of  each  ascertained,  and  competitors  notified  whether 
they  pass  oi  fail.    The  fallowing  is  a  brief  outline  of  the  rules  for  rating: 


1.  yor  eadi  emr  in  siieliing  when  the  exendBB  ennsisls  of  ao  words 

I.  F(9  eacb  error  in  capitalliatlan 

t.  Foraach  biluroto  useor  for  each  wrong  use  of  the  hypbensod  Eoreadi  ImpriqnrdtvlBloD  of 

word  Into  a  compound  word  when  required  to  be  written  solid 
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1.  For  moll  wrong  procesi,  pradoclDg  Inoomct  naalt,  la  pcopnrtlaD  to  Ibe  Dumbv  ol  itepa  In- 

TolTsd  Bid  gravity  of  error 10  to  100 

2.  FordedmalemiTaiidtareadiavBalaiiolBdBdnialOTOomiiiOD&BCtlon  taat 36 

I.  For  each  eiror  In  compDtatlon  or  In  oopTlng  from  tbe  printed  qontlaii  or  from  work ID 

4.  r«  minor  srrota,  ancb  aa  wioDg  Indication  or  a  correct  proceoi,  locomot  or  inconalsl«il  pnDctn- 

atloD,  Improper  usa  of  symbols  ot  daslgiutUni,  linprivier  or  inoorrBOt  designation  of  a  partial 

or  final  rtanlt,  etc G  to   10 

5.  For  lallure  to  show  work  u  reqolred  In  solutloD  of  problema 2G  to  76 

BULBS  lOK  BATDTO  LITTIB  WSmNG. 

In  isUng  ths  Isttar,  Its  nnon  la  Ibrm  and  sddran,  la  (peOlDK,  cwl'sUnOon,  punctuation,  tyntoi,  and 
ityle,  and  lla  adherence  to  and  treatment  of  the  sub)ect  given  are  conaldeiBd,  and  lis  Talue,  In  tbe  Judg- 
ment of  tbe  examiners,  determined  od  a  scale  ol  100. 

In  determining  the  latlnE  for  letlai  viltlng  It  Is  proper  for  the  examiner  to  be  guided  In  a  genctal  way  by 
tbe  following  scheme:  Excellent,  95  to  90;  good,  90  to  90;  Fair,  9D  to  70;  ordlOBiy,  70  to  OO;  poOT,  00  to  901  very 
poor,  GO  to  2S;  praoUcally  worthleas,  26  to  0. 

In  general.  In  addltloo  to  condseneas  and  complstencBS  of  tbe  aummary,  tbe  same  cdeutenCa  wID  be  con- 
alderad  In  rating  this  subject  aa  are  cooaideied  In  rating  letter  writing,  and  the  ratings  wOl  be  determined 
upon  practically  tbe  same  basis. 


PenmanaWp  Is  rated  acronUng  to  lis  valne  on  a  Kale  o(  100.  In  determining  tbe  rating,  legibility, 
rapidity,  neatnraa,  and  gemal  appearance,  aa  well  aa  correctness  and  milEDrmlty  in  tbe  brmatlan  of  wOTds, 
letters, and  puoctnatloa  marks,  are  considered,  and  it  la  proper  for  examlnera  to  be  goided  In  ageoeral  way 
by  the  tallowing  scbeme:  Excdleot,  VO  to  86;  very  good,  86  to  80;  good,  80  to  7G;  ordinary,  TG  to  10;  poor, 
ID  to  8G;  very  poor,  06  to  60;  below  tbe  grade  of  "very  poor,"  GO  to  la 

Buus  FOB  B4niia  COFTINO  nou  rum  coft.  From  100 

deduct— 

L  For  each  word  or  figure  omitted,  repeated,  sabatltul«d,  or  Improperly  inserted t 

3.  For  each  error  In  spelling,  for  each  transposition,  for  each  abbreviation  not  in  the  copy,  fbr  each 

tsllure  to  capltallie according  to  copy,  (or  each  fallnra  to  puDctuale  according  to  copy,  lor 
(Qch  bllure  to  Indent  ""yE^^  aa  la  copy,  far  each  error  In'paragraphing,  and  for  irregularity  in 

left-hand  margin S 

S.  For  each  mlsdlvlslon  of  a  word  at  tbe  end  of  a  line,  for  each  omiaalon  or  Improper  use  of  the 
hyphen  in  dividing  a  word  at  the  cud  of  a  line,  for  each  word  altered.  Interlined,  or  canceled, 
tor  each  blot  or  mlaor  erasure,  if  aot  neat 1 

4.  For  aayotberdevlatioa  from  copy  not  covered  by  the  foregoing,  chargea  are  made  la  thedbcre- 


1.  For  each  eiTortaspeUIag(aalyaae  charge  to  be  made  for  the  repealed  misspelling  ot  the  same  word 
In  the  sameoiamier);  for  each  error  In  syntax  (no  charges  to  be  made  Cor  coasequenttsl  errors); 
for  each  word  omitted.  Inserted, or  substituted  which  avoldsalest  or  causes  an  ceseutial  change 
in  meaning:  tDr  lallure  to  write  any  transiHallion,  hiaertlon,  or  locloaare  as  hidlcated;  for 
restoring  a  word  or  words  onoeled  In  tbe  copy  <oniy  3  to  be  charged  for  restoring  any  gntup 
ol  worda  canceled  together  In  copy);  lor  each  important  word  omitted  trom  a  phrase  or  other 
group  of  words I 

3.  For  makii^  any  tranapoaitloa  of  a  word  or  group  of  words  not  indicated;  lor  each  abbrevlatloa; 

lor  Irregularity  in  left-hand  margin  (In  each  ol  the  three  cases  Indlcaled  according  to  gravity 

of  error) Ilol 

1.  For  writing  port  of  the  exerdse  and  then  commencing  again;  lOr  signing  name 6 

4.  Foreacbchange  In  tenseornumber  which  does  not  result  In  an  error  of  syntax  orradlcaichaogelD 

meaning  (only  one  charge  to  tie  made  for  a  conaiateat  sequence  of  changes);  lor  each  word 
omitted,  inserted,  aubatftuled,  or  repeated  which  does  not  avoid  a  lest  or  cause  an  esaentlal 
change  In  meaning;  for  each  error  In  capitalisation,  punctuation.  Indentation,  paragraphing, 
or  In  division  of  words;  for  each  omission  of  the  hyphen  or  for  pladng  it  at  tbe  beglnaing  of 
the  Une  hiatead  otat  the  end  ot  the  preceding  line  (total  charges  In  cither  case  not  Co  exceed  6); 
for  stenographic  periods  (only  one  charge  in  eierciae);  for  each  blot,  each  word  Interlined  or 
canceled,  esch  alteration  or  erasure  If  hot  neat  {not  more  than  6  to  be  charged  for  any  one 
Interlineation,  cancellation,  alteration,  or  erasure);  for  omitting  an  unimportant  word  from 

phraaea  or  other  groiipa  ot  words:  for  the  omission  or  Insertloa  ot  a  stroke  In  a  letter 1 

G.  For  paraphrasing  the  language  ot  the  Isit,  according  to  gravity  ot  ertor S  to  100 

13d  Dlat.] 
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Inntlog  this  sul^eiiC  eacb  answer  la  lated  In  tlu  judgment  of  Uie  exunlnen  acovdlng  (oltg  vitusDna 
Msleofioa. 

When  the  qucstlmrequlnetathcaosireTBapedfled  Dumber  of  Ststa,  dths,  itvan,  or  bodlel  of  water, 
•to.,  and  the  auiver  ooataliu  a  greater  anmbei  than  l»  nqnlied  by  the  questfem,  eaob  Inooneot  part  at 
point  shall  be  charged  the  talue  of  a  required  part. 

The  nting  on  thb  subject  Is  IbraociuacyoRltr.  A  chBrge  ot  3  Is  made  for  eaob  eiror  or  omlsdoD  In  noting 
the  errors  on  the  prtnCed  sheet  when  compared  with  the  correct  mitten  addresses  given.  The  dlderenca 
between  the  sum  of  the  emu  tbus  faoad  and  IW  Is  the  rattng  on  this  aubject. 


!n  the  Jadgment  of  the  examiners  aooordlng  to  Its  value  oi 


In  rating,  each  answer  will  be  isted  tn 
of  100. 

When  the  qneatlon  requires  hi  the  answer  a  specified  number  of  p 
tocludea  a  greater  number,  each  Incorrect  part  or  point  shall  be  charged  th 
By  order  bf  the  Commiseion 
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USE   THIS    BLANK   WHEN  WHITING    FOR   APPLICATION 
FORM. 

Persons  deeiring  to  be  extunined  tor  any  o(  the  poeitdone  referred  to  in  thie  pam- 
phlet Bhould  first  read  carefully  the  inatructione  contained  in  the  pamphlet.    If  an 
examination  is  to  be  held,  the  blank  form  below  ehould  be  torn  ofS,  filled  out,  and 
mailed  to  the  district  secretory. 
FoBM  1372— Request 

Date ,191    . 

Skcrbtart,  Third  Civil  Sbrvicb  Dibtbhtt, 

Philaddphia,  Pa.: 

Please  nuul  to  the  address  given  below  application  form ,  in  order  that 

I  may  take  the examination 


Signature, 

Addrees,  . 
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HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6,  Persons  who  wish  to  lake  the  examination  for  the  Poet-Offlce  Service  should 
follow  tie  directiona  contained  in  this  pamphlet.  In  writing  for  application  forma 
ot  for  information  the  name  of  the  examination  desired  should  always  be  stated ,  The 
application  form  when  received  should  be  carefully  filled  out  in  accordance  with  the 
instructions  printed  thereon  and  mailed  without  delay  to  the  "Secretary,  Sixth 
Ojvil-Service  District,  Cincinnati,  Ohio."  If  the  application  is  received  by  the 
district  secretary  within  the  time  prescribed  for  the  receipt  of  applications,  and  the 
Applicant  is  found  to  be  entitled  to  the  examination  requeated,  a  card  will  be  sent  to 
hill  in  sufficient  time  t^  admit  bim  to  the  examination, 

6.  A  large  number  of  communications  are  received  in  which  tbe  writeiB  tail  to  give 
their  full  poet-office  addressee,  and  in  many  caees  the  letteis  are  not  signed.  Appli- 
canta  should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
effice  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
fait  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  district 
secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

7.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  ezam- 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allc^^iance  to  the  United  States. 
(See  sec.  11.) 

(b)  That  he  is,  on  the  date  of  tbe  examination,  under  the  minimiim  or  over  the 
maximum  age  limitation.    (See  sec.  21.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  of  both  arms  or  both  legs,  loss  of  arm  and  1^,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  uncompensated  valvular  disease  of  the  heart, 
locomotor  ataxia,  cancer,  Bright's  disease,  diabetes,  or  is  otherwise  physically  dis- 
qualified for  the  service  which  he  seeks.    {See  sec.  23.) 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excess. 

(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permiesion  for  his  examination  from  tbe  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.    (Written  permission  must  be  filed  with  the  formal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  again  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

{g)  That  he  has  been  dismissed  from  the  Federal  service  for  delinquency  or  mis- 
conduct within  one  year  preceding  the  dale  of  his  application.  Whether  or  nnt  an 
application  will  be  accepted  after  the  espiiation  of  a  year  from  a  person  dismissed 
from  tbe  service  reste  with  the  Commission,  and  each  case  of  this  character  will  be 
considered  on  its  individual  merits. 

(A)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of  his 
probationary  service.    (See sec.  42.) 

(t)  That  he  has  made  a  false  statement  in  his  application,  or  has  been  guilty  ot 
liaud  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
been  guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

(/)  That  he  has  been  dishonorably  discharged  from  the  military  or  naval  service  of 
the  United  States. 
(PO-ei 
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OTHER  GENERAL  INFORMATION. 

8.  The  time  of  filing  apptic&tion  eometimee  detennines  the  relative  positioD  of  an 
eligible  on  the  Tegister,  as  when  two  eligiblee  have  the  same  average  the  one  whoae 
application  is  filed  in  complete  fonn  first  is  placed  on  the  raster  ahead  of  the  other, 

9.  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  the  exami- 
nations not  through,  a  lack  of  knowledge,  hut  largely  through  haste  and  carelessness 
in  reading  and  interpretii^  questions  and  in  writing  the  answera.  In  filling  out  the 
application  great  care  should  be  eicerciaed  and  every  requirement  fully  complied 
with.  In  the  examinations,  while  competitors  must  complete  their  work  within  a 
prescribed  time,  the  time  allowed  is  ample  for  the  careful  consideration  of  every 
question  given. 

10.  Under  section  E8  ol  the  Criminal  Code  of  the  United  States  an;  false  statement 
in  an  application,  alteiatiun  of  a  vonchsr  oi  ceitlflcate,  oi  the  presentation  to  the 
Commission  of  a  paper  containing  such  false  statement  or  alteratton,  Is  a  violation  of 
the  law.  A  nnmher  of  persons  guilty  imder  the  statnte  mentioned  have  heen  con* 
vlcted.  The  United  States  Supreme  Conrt  has  held  that  it  Is  net  essentM  tc  charge 
or  prove  an  actual  financial  or  property  loss  to  make  a  case  of  demanding  tbe  United 
States  Tudei  the  statnte. 

11.  All  applicants  must  make  oath  in  their  applications  to  their  United  Statee  citi- 
zenship or  all^iance.  In  the  case  of  a  foreign-bom  citizen  citizenship  must  be  fully 
proved  in  one  of  the  following  w&ye: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  di&ere  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  tfl 
prove  the  applicant's  identity  by  submitting  the  affidavits  of  two  disinterested  citi- 
zens to  the  effect  that  the  applicant  is  the  identical  person  to  whom  the  certificate  was 
issued. 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affida- 
vits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  chOd  of  the  person 
eo  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriE^e  certificate  or  other  satisfactory  evidence  of  mar- 
riage, accompanied  by  the  final  natuialization  certificate  of  the  husband,  must  be 
submitted. 

(d)  If  naturalised  by  marriage  to  a  native  American  ciCtzen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
the  husband  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
citizen.  Such  affidavits  should,  if  possible,  show  place  and  data  of  the  husband's 
birth. 

{e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  residing  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disintereeted  citizens 
to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship  must 
be  proved  as  in  {6)  above. 

(/)  If  the  applicant  has  )>een  honorably  discharged  from  the  Regular  or  Volunteer 
Army  of  the  United  Slates,  and  has  resided  at  least  one  year  in  the  United  States,  he 
may  be  admitted  to  citizenship  upon  filii^  petition  with  tbe  proper  court,  as  provided 
by  section  216B,  Revised  Statutes. 

{g)  IS  the  applicant  has  been  honorably  diachatged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  from  the  United  States  Marine  Corps  after 
one  enlistment,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  the 
proper  court,  as  provided  by  28  Statutes  at  la^,  page  134. 
[Fo-ei 
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12.  An  application  from  a  foreign-bom  person  claiming  citizenship,  but  (ailing  to 
funush  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalisation  papers  are  lost,  a  copy  should  bo  procured  from  the  court 
that  issued  them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should 
be  obtained. 

13.  Whenever  a  person  has  filed  with  the  CommiMion  proof  of  citizenship  in  con- 
nection with  an  application  for  eiuunination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  but  he  should  state  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 
citizenship' 

14.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing- 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  t^e  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

15.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request 
to  have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the 
change  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educa- 
tional, the  place  and  date  of  examination. 

16.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are^otified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission  to 
expedite  the  rating. 

17.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  memberB 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney Genera],  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for 
examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligible, 
but  his  name  will  not  be  ceUilied  for  appointment  so  long  as  two  or  more  members  of 
his  family  are  in  the  service. 

A  person  shown  by  his  application  not  to  have  more  than  one  member  of  his  family 
employed  in  the  service,  and  who  is  therefore  apparentiy  eligible  for  certification  and 
appointment,  may  become  ineligible  throt^  the  appointment  of  other  members  of 
his  family  subsequent  to  the  filing  of  his  application.  Every  eligible  must  therefore 
promptly  inform  the  Commission  when  any  additiorutl  members  of  his  family  are 
appointed  to  the  classified  service,  and  he  is  warned  that  if  he  fails  t<i  thus  notify 
the  Commission  and  there  results  a  tender  of  appointment  which  he  accepts,  bis 
appointment  will  be  illegal  if  two  members  of  his  family  are  then  employed  in  the 
clasjifled  service,  and  any  expense  incurred  in  reporting  for  duty  or  otherwise  will 
be  at  hia  own  risk. 

18.  The  Commission  will  close  tbe  distribution  or  receipt  of  applications  fur  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

19.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.    When  an  examination  is  postponed  ot  can- 
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celed  peraonB  who  have  applicationa  on  file  will  be  nnti6ed.  In  caae  of  postpone- 
ment notice  of  the  date  oa  which  the  examination  ia  to  be  held  will  be  sent  as  soon 
as  tbe  da(«  is  determined. 

CLERK  AND   CITY  CABBIBB. 

APPLICATION  AND  EXAMINATION. 

20.  For  the  positionB  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  oi 
minor  clerical,  examination  is  given.  (For  description  ot  tbie  examination  see  pp. 
11  to  13.)  Applicaulfi  for  examination  for  appointment  to  the  Poet-Office  Service 
ehould  apply  for  the  "post-office  clerk,"  "poBt-office-carrier,"  or  "clerk-carrier"  ex- 
amination, depending  upon  the  position  or  positions  desired.  (See  sees.  35,  36,  and 
38.)  Application  should  >io(  be  made  for  the  "second-grade,  or  minor  clerical,"  ex- 
amination. Application  form  13T1  is  required.  In  makiog  request  for  an  applica- 
tion blank,  use  the  form  printed  on  the  back  of  this  pamphlet. 

21.  Applicants  must  have  reached  their  eighteenth  birthday,  but  not  their  forty- 
fifth  birthday,  on  the  date  of  the  examination.  The  age  limits  are  waived,  however, 
in  the  case  of  persons  honorably  discharged  from  the  military  or  naval  service  by 
reammo/riwabiiiij/resultingfrom  woundsreceivedorsickness  incurred  in  line  of  duty. 
Such  persons,  however,  must  meet  the  physical  requirements  prescribed. 

22.*  Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  ia  bare 
feet  and  weigh  not  less  than  125  pounds  without  overcoat  or  hat;  otherwise  their 
applications  will  be  canceled.  Female  applicants  are  not  required  to  be  of  any 
specific  height  or  weight. 

23.  Applicants  for  the  Poet-Office  Service  are  required  to  be  phyaically  sound  and  in 
good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no  person 
who  has  any  of  the  following-named  physical  delects  will  be  appointed  to  the 
position  of  carrier  in  the  Foet-Offlce  Service:  Hunchback;  defective  hearing,  sight, 
or  speech;  blindness  in  one  or  both  eyes;  asthma;  loss  of  arm,  hand,  or  leg;  crippled 
arms  or  legs;  flatfoot;  hernia;  congenital  weakness  of  the  abdominal  wall,  or  such 
weakness  caused  by  wound  or  operation.  These  defects  will  also  jlebar  a  person  from 
appointment  to  the  position  of  clerk  in  the  Post-Office  Service,  except  that  deaf-mutes 
and  persons  with  defective  speech  or  hearing  may  be  appointed  to  the  positions  of 
moil  clerk,  distributer,  ajid  directory  and  forwarding  clerk,  and  persons  suffering 
from  flatioot,  or  weakness  of  the  abdominal  wall  may  be  appointed  to  any  position 
(.4  clerk  ^e  duties  of  which  they  are  physically  capable  of  performing.  Applica- 
tions of  persona  who  are  not  entitled  to  examination  on  account  of  physical  defects 
will  be  canceled.  (See  sec.  7c  for  physical  defects  which  will  debar  persons  from 
any  examination.) 

24.  Women  will  be  examined  for  the  position  of  clerk  only.  Married  women  will 
not  be  examined  for  the  PoBt-Office  Service;  this  prohibition,  however,  does  not  apply 
t«  women  who  are  divorced  or  to  those  who  are  separated  from  their  husbands  and 
support  themselves. 

25.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  first-class  poet  office  for  which  examinations  ordinarily  are 
held  annually  in  November.  This  restriction  will  not  apply,  however,  when  an  ex- 
amination is  held  for  any  of  these  offices  on  a  date  oUier  than  that  of  the  annual 


26.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  be  has  passed. 
(S«e  sec.  T/.)  A  person  who  fails  in  an  examination  may  take  the  next  examination, 
t^rdless  of  the  time  intervening. 

27.  Unless  otherwise  specified,  applicants  for  positions  in  the  Post-Office  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  they  will 
be  eligible  for  appointment  only  in  the  office  for  which  examined.    No  change  in  th« 
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34.  The  period  of  eligibility  ia  one  year  from  the  date  of  entering  the  name  on  tlie 
r^iet«r.  Extension  of  eligibility  beyond  this  period  is  made  i&  the  discretion  of 
the  Commi^on  only  when  the  needs  of  the  service  require  it,  and  then  must  apply 
to  the  entire  list  of  eligiblea. 

35.  For  the  following-named  poat  oi&cea  the  names  of  ibale  oligiblea  will  be  entered 
on  ODiy  one  register — namely,  the  "poet-office  clerk"  or  the  "post-office  carrier" 
renter — and  male  applicants  for  these  offices  mint  indicate  in  thar  applicatioTis  whether 
they  desire  the  position  of  "post-office  clerk"  or  of  "pott-office  corners" 

Akron,  Ohio.  Covington,  Ky.  Lexington,  Ky.  Terre  Haute,  Ind. 

Canton,  Ohio.  Dayton,  Ohio.  Louisville,  Ky.  Toledo,  Ohio. 

Cincinnati!  Ohio.        Evansville,  Ind.         Newport,  Ky.  Youngstown,  Ohio. 

Cleveland,  Ohio.         Fort  Wayne,  Ind.       South  Bend,  Ind.       Zaneeville,  Ohio. 
Columbus,  Ohio.         Indianapolis,  Ind.       Springfield,  Ohio. 

36.  For  all  poet  offices  named  in  sections  2S  and  31,  but  not  in  section  35,  above, 
the  name  of  each  male  eligible  will  be  entered  on  both  the  male  clerk  and  carrier 
registers  and  will  be  certified  (considered)  in  its  order  for  vacancies  occurring  in  the 
position  of  either  male  clerk  or  carrier  without  regard  t«  any  choice  of  position  expressed 
by  the  eligible  in  his  application. 

37 .  A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

36.  At  the  offices  named  in  section  32  city  delivery  service  has  not  been  established. 
Their  force  includes  clerks  but  not  city  carriers. 

39.  The  postmaster  is  required  to  make  Eelection  for  a  vacancy  from  not  more  than 
the  highest  three  names  on  the  appropriate  register,  and  for  the  next  and  any  addi- 
tional vacancies  from  not  more  than  the  highest  three  remainii^  which  have  not 
been  within  his  reach  tor  three  separate  vacancies.  The  name  of  an  eligible  must 
have  been  within  reach  for  three  separate  vacancies  in  a  position  before  it  may  be 
passed  over  in  making  eelection  for  appointment  to  that  position. 

40.  When  an  eligible's  name  is  borne  on  both  the  clerk  and  the  carrier  registers 
and  has  been  three  times  certified  (considered)  tor  one  of  the  two  piositiona,  but  not 
selected,  his  name  will  not  be  further  certified  for  that  position,  but  his  standing  on 
the  register  for  the  other  position  will  not  be  affected.  Neither  will  declination  of 
appointment  when  selected  tor  one  of  the  positions  affect  the  eligible's  standing  on 
the  roister  for  the  other  position.  Appointment  to  either  position  will  remove  the 
el%ible's  name  from  the  rasters  for  both  positions. 

41.  In  the  Poet  Office  Service  appointments  are  usually  made  to  the  position  of 
Babstitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions.  Declina- 
tion of  appointment  ae  substitute  will  remove  the  name  of  the  eligible  from  the 
register  from  which  selection  was  made,  and  it  will  not  be  restored  for  consideration 
in  connection  with  appointment  to  a  regular  position  only. 

42.  Every  appointment  ia  made  for  a  probationary  period.  If  the  appointee  is 
retained  in  the  service  at  the  end  of  six  months,  such  retention  is  equivalent  to  his 
absolute  appointment.  In  the  Post-Office  Service  the  period  of  probationary  appoint- 
ment begins  from  the  date  of  appointment  as  regular  clerk  oi  carrier,  and  not  from 
the  date  of  appointment  as  substitute. 

PROMOTION. 

43.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  tor  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as  clerks 
and  c'airiers  of  the  first  grade. 
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44.  Auxiliary  employees  are  paid  (or  actual  service  at  the  rate  of  30  centa  an  hour. 
They  are  required  to  work  Dot  lees  than  two  houis  daily,  and  may  serve  as  substi- 
tutes.   They  are  eligible  for  appointment  as  clerks  and  carriers  of  the  first  grade. 

45.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
Service  are  divided  into  ain  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
salary  $800;  third  grade,  salary  »900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  SI, 200.  Clerks  and  carriers  at  Sis1>«lasa  offices  will  be 
promoted  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

46.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  Ite  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  tiie  beginning  of  the  second  quarter  thereafter,  or  oE  any  subsequent 
quarter,  on  evidence  that  hia  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carrieis  of  llie  highest  grade  are  eligible  for  promotion  to  the 
higher  positions' in  their  respective  offices. 

47.  Any  male  clerk  in  an  office  in  which  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  poeition  of  city  carrier,  and  any  city  carrier  is  eligible 
for  tianafer  to  the  position  of  clerk.  Male  clerks  and  city  carrier  are  also  eligible  for 
transfer  to  the  position  of  rural  carrier. 

ASSISTANT  POSTMASTER. 

48.  It  is  the  policy  of  the  Poat-Offlce  Department  to  fill  vacancies  occurring  in  the 
position  of  assistant  postmaster  in  first  and  second  class  poet  offices  by  the  promotion 
OT  transfer  of  competent  persons  already  employed  in  the  service.  When  they  are 
not  so  filled,  appointment  is  made  from  the  same  examination  as  for  clerk  and  carrier, 
but  a  person  who  is  under  21  years  of  age  on  the  day  of  examination  will  not  be 
eligible  for  appointment  as  assistant  postmaster, 

RURAL  DELIVERY  CARRIER. 

49.  Examinations  for  the  position  of  rural  carrier  will  be  held  as  the  needs  of  the 
service  require.  Applications  are  not  accepted  until  examinations  are  announced. 
A  copy  of  Form  1977,  Instructions  to  Applicants  for  the  Rural  Carrier  Examination, 
will  be  sent  upon  receipt  of  request  by  the  Secretary,  Sixth  Civil-Service  District, 
Post  Office,  Cincinnati,  Ohio. 

50.  The  minimum  and  maximum  age  limits  (or  this  examination  are  18  and  55 
years,  the  maximum  limit  being  waived  in  the  case  of  honorably  discharged  United 
States  soldiers  and-sailors. 

FOURTH- CLASS  POSTMASTER. 

51.  On  November  30,  1908,  the  President  issued  an  order  placing  fourth-claaa 
poetmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Bhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for  exami- 
nation applicants  for  this  position  are  required  to  be  at  least  21  years  of  age,  except 
that  women  are  eligible  for  examination  at  IS  in  States  where  women  are  declared  by 
statute  to  be  of  full  age  for  all  purposes  at  IS.  It  is  also  required  that  an  applicant 
must  reside  within  the  territory  supplied  by  the  post  office  for  which  applicaticJn  ie 
made,  and  that  he  shall  personally  conduct  the  office  if  appointed.  Examinations  are 
held  only  when  eligibles  are  needed  to  fill  existing  or  contemplated  vacancies  in  tb« 
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States  n&ined,  and  no  applications  are  received  until  the  esaminationH  are  announced. 
A  copy  of  the  regulationa  governing  the  appointment  of  fourth-class  poBtmastera  Ttmy 
be  obtained  from  the  Unit«d  States  Civil  Service  CommiBaion,  Washington,  D,  C^ 
upon  request. 

INFORMATION  CONCERNING  OTHER   SERVICES. 

53.  A  pamphlet  of  inetructions  to  applicants  for  the  following-named  field  poeiti<»i8 
under  the  Sixth  District  or^nization  (Ohio,  Indiana,  and  Eeatucky)  may  be  obtained 
by  addressing  the  "Secretary,  Sixth  Civil-Service  Disliict,  Cincinnati,  Ohio": 

Positions  in  all  customs  districts,  all  internal-revenue  districts,  the  Suhtreasury 
Service  at  Cincinnati,  Ohio,  and  the  Custodian  Service  in  all  Federal  buildings;  the 
positions  of  telephone  operator,  elevator,  conductor,  bookkeeper,  stenographer,  type> 
writer,  and  atent^rapher  and  typewriter  in  all  field  branches  of  the  service;  the  poei- 
tion  of  forest  clerk  in  the  Forest  Service;  the  position  of  office  deputy  United  States 
marshal;  the  positions  of  copyist  draftsman  and  mechanical  apprentice  draftaman  in 
the  Engineer  Department  at  Large;  the  positions  of  forage  master  and  eeamstresa 
in  the  Quartermaster's  Department  at  Large;  thepositionof  messenger  boy  in  Weather 
Bureau  stations  and  other  field  branches  of  the  service;  clerical,  minor  clerical,  and 
subclerical  positions  in  pension  agencies,  the  stamped-envelope  agency  at  Dayton, 
Ohio;  Engineer  Department  at  Large,  Quartermaster's  Department  at  Large,  Immi- 
gration, Steamboat-Inspection,  Bureau  of  Animal  Industry,  Bureau  of  Fisheries, 
Weather  Bureau,  Lighthouse  and  Marine-Hospital  establishments,  and  other  field 
branches  of  the  Federal  service;  mechanical  trades  and  similar  positions  in  the 
Engineer  Department  at  Large,  Quajt^rmaster's  Department  at  Large,  and  other 
branches  of  the  service;  and  the  position  of  unskilled  laborer  in  cities  for  which  labor 
regulations  have  been  established. 

53.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Wa^ington,  D.  C,  or  the  district  secretary. 
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DBSCRIFTION  OF  EXAMIXATION  FOB  CLERK  AND 
CITY  CARRXEB. 

Subjects.  Wef,(hts. 

L  SpdllnG 15 

3.  ArtUimetEo JO 

3. 1,etter  writing 20 

4.  Pmrnanahlp jO 

6.  Copying  from  plain  copy 16 

B.  Readtng  addresses ■. 10 

Total • 100 

Time  allowed,  four  houra. 

SPECIMEN  QUESTIONS. 

1.  SpBLLrao:  Twenty  worda  of  average  difficulty  in  common  iise.  9.  Abtth- 
MBTic;  Embraces  addition,  Bubtraction,  multiplication,  and  divinon  of  whole  num- 
bers, and  common  and  decimal  fractionfl.  3.  Letter  wBirrNQ:  Teat  in  the  use  of  the 
English  language  for  busineaa  correapondence.  *.  PENMANeHip:  Marked  on  legi- 
bility, rapidity,  neatneas,  and  general  appearance-  A-  Coptino  pbou  Flain  con; 
An  exact  copy  of  a  few  printed  lines  in  competitor's  handwriting. 

Ilie  following  questions  and  teeta  which  have  been  used  indicate  the  general 
charact«i  of  these  subjects: 

FInt  SubjTCt— SpdUns.— Spelllne  b  dictated  by  the  e^uuniner.  The  words  are  written  by  the  com- 
petitor in  the  blank  spaces  indl<sted  on  thefirst  sheet  of  tbeejmjiiinatloD.  All  words  ahcmid  be  comni«uc»d 
with  capital  letters.  The  examlnei  piDtnuacss  each  word  and  elves  lis  deflnitioa.  The  competitor  is 
required  to  write  only  tlie  word  and  not  its  definition. 

OppontjU:  One  who  opposes;  as,  a  poUticai  opponent.  ProMnU.-  Tho  Chief  Executive  of  the  United 
States.  ConjatTor:  One  who  conquers,  Wlioltaomt:  Healthful^  as,  wholesome  food.  Achieve:  To  gaifi: 
as,  to  achieve  suooess.  Traiujali;  Quiet  or  peacetul.  Delari.-  To  separate  or  remove;  as,  to  detach  a  leaf 
from  a  book.  Eiprnticc:  Very  eoatly.  Drciasi:  Death;  as,  a  person's  decease.  J/offwoWf  Worthy  of 
notice;  as,  a  noticeable  occasion.  Su3piciira»:  Fuelling  suspicion;  as,B3USpicioiiscircu]nstBnce.  Trrraet; 
A  raised  bank  ofeuth.  Rapping:  Making  a  number  of  quick  blows.  Lanfoagt;  The  speech  of  a  people; 
as.  the  English  language.  Schtdvle:  A.  list  or  tuTcntory;  as,  a  schedule  of  prices.  Tj/iof:  Binding  or 
festenlng  with  a  cord.  Ftiijar,-  Low  or  mean.  Cnast:  A  way  or  track;  as,  a  race  course.  SoJor^.*  A 
stated  allowance  paid  lor  services.    CTiicojm.'  A  city  in  the  United  States. 

Second  Sablect— Ailtlinietle.~-lu  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  In  full.  The  answer  to  each  problem 
abould  be  Indicated  by  writing  "  Ans. "  after  it. 

1.  Add  the  lollonhie,  and  Irani  the  sum  subtract  32,ggS,«e6  (here  will  be  given  a  short  cohimn  of  figures). 

5.  Multiply  TjV  by  3(1.8,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  carrier  can  assort  & 
letters  or  37  papers  tn  a  minute.  At  this  rate,  how  many  houia  will  It  take  him  to  assort  3,(iM  tetters  and 
IS5  pounds  of  papers,  averaging  ^  paperato  tbe  pound?  4.  A  lot  which  was  S3  feet  wide  and  150  feet  long 
■old  lor  »8,317.6fl,  which  was  one-iOurth  more  than  it  cost.  What  was  the  cost  per  square  loot?  fi.  In  a 
certain  mall  tJwre  are  294  pounds  14  ounces  ol newspapers  weighing  at  the  rate  oI3  papers  to eveiy  7  oimces. 
How  many  papers  are  there  In  the  mall?    10  ouiices=l  pound. 

Thlnl  Subject— Letter  WrltinR.— Tbe  competitor  Is  permitted  to  write  on  eitberone  ol  two  subjects 
^ven.    The  following  subject  has  been  used; 

Write  a  letter  ol  not  less  than  125  words,  giving  your  views  as  to  the  advantages  derived  from  ttee 
public  libraries  In  tbe  principal  cities  of  your  State.  This  exercise  Is  designed  chiefly  to  test  tlie  competi- 
tor's skill  in  simple  English  composition.  Inratli^  the  letter,  Itswrrors  In  form  and  address  in  spelling, 
Ottpltailiatlon,  punctuation,  syntax,  and  style,  and  its  adheren<e  lo  the  subject,  will  be  considered. 

FouTtti  Subject— Ponmanaliip.— The  rating  on  penmanship  will  be  determined  by  legibQity, 
mpidlty,  neatness,  and  general  appeaisuw,  and  by  correctness  and  uniloimity  in  tbekirmallon  ol  words, 
letters,  and  punctuation  marla  in  the  eierelse  of  the  subject  of  copying  from  plain  copy.  No  particular 
ityle  of  penmanship  is  preferred. 

FIttli  Subject— Copylns  Icom  Plain  Copy,— N.  B.— Paragraph,  spell,  capltallie,  sad  punctual* 
precisely  as  in  copy.   All  omissions  and  mistakes  will  be  taken  into  consideration  in  rating  this nibjact. 
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Make  an  exact  written  copy  of  the  following: 

No  recommandation  of  aa  appKc&nC,  competitor,  or  eligible  IdtoItU^  an;  disclosure  of  bis  political  or 
Tetlgicus  opinions  or  afflUatlona  shall  be  received,  filed,  or  considered  by  the  Commission,  by  any  board  of 
eiamlnen,  or  by  any  noblnating  or  appointing  otncer.  In  making  removals  or  reductions,  or  in  impoaii^ 
punishment  for  delinquency  or  miscauduoC,  penalties  like  in  character  shall  be  Imposed  lor  Ilka  oSenses, 
and  action  thereupon  shall  be  taken  irrespective  of  the  political  of  religious  opinions  or  afBliattona  of  the 
offenders.  A  person  holding  a  position  on  the  dale  said  poaltloa  Is  classified  under  the  civil-service  act 
shall  bo  oQtlllcd  lo  all  the  rlRhls  and  beneflls  possessed  by  persons  of  the  same  class  or  grade  appointed 


19  provisio 


I  of  said  at 


U  ot  the  reading  of  a  number  of  written 
id  sheet  is  lumished,  which  contains  the 
rors  of  omission,  substitution,  or  insertion. 
d  address  by  drawing  a  line  below  the 


'    Siitta  Subfect—Beadlug  Addresses.— 

addiBSses,  which  are  photoUthographed  on  one  sheet.  A  si 
same  addresses,  these  addresses  being  printed  and  cantalnint 
The  competitor  is  required  to  Indicate  the  errors  In  each  pi 

word  with  pencil,  thus,  WUam  for  William,  Iq  any  portion  of  a  printed  address  wtii 
copy  of  the  written  address.  He  should  not  draw  a  line  through  the  inoorreot  word  n^r  write  the  correct 
vord  over  It.  He  should  Indieate  any  words,  flgures,  orhiltials  omitted  on  the  printed  sheet  by  tlie  use 
of  a  caret,  thus.  A:  but  should  not  Indicate  the  omissloa  or  sbbstltutlon  at  a  pactloular  letter  in  a  word 
by  the  use  of  a  carat.  Words  abbreviated  in  the  written  address,  but  printed  Id  full  In  the  printed 
address,  are  regarded  as  correct.  If  the  correct  nords  are  printed,  Differenccaln  punctuation  or  capitali- 
latjoa  are  riot  regarded  as  errors.  All  competitors  will  be  started  at  a  given  signal  and  will  be  slopped 
together  at  the  end  often  (10)  minutes.  The  rating  will  be  determined  on  accuracy  only. 
The  [oilowh^  are  lituslraUoas  of  the  method  which  should  beptn^ued  In  indicating  errors: 

WRITTEN  ADDRESS— CORRECT. 
PRINTED  ADDHESS- WITH  ERRORS  NOTED. 


WRITTEN  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Ua}or  A  A.  T.  Chandler, 

Fort  Thompson,  Alden  CotmtT.  Alabama. 
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BBIKP  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  BOon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are  rated 
and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whetber  they 
paaa  or  fail.     The  following  is  a  brief  outline  of  the  rules  lor  rating: 

Fiom  100 
deduct— 

1.  For  each  error  In  sptillug  when  tlie  exenlw  consliU  al  20  words i 

2.  For  each  error  In  oairil»lliaUon — 1 

3.  For  eacb  hUure  to  use  or  for  eacb  wrong  use  ol  the  liypben  uid  for  escb  Improper  division  at  a 

Vford  Into  8  compound  word  when  required  to  be  wiJtlen  solid 3 


1.  For  each  wrong  process,  producing  Inoomct  result,  In  proportion  to  the  Dumber  ol  steps  in- 

volved and  gravity  ofenor " . .   10  to  100 

2.  For  decimal  error  and  lor  each  evasion  of  a  decimal  or  common  fraction  test 26 

3.  For  each  error  in  computation  or  In  copying  (rom  the  printed  question  or  from  work 10 

4.  For  minor  errors,  audi  as  wrong  indication  of  a  correct  process.  Incorrect  or  iDCooslstent  punctu- 

ation, improper  use  ol  symbols  of  designation,  improper  or  Incorrect  designation  ol  a  partial 

or flnal result, etc S  tolO 

B.  Forbllure  to  show  work  aa  required  iQBoiutlon  of  problems 25  toTS 

In  rating  the  letter,  Its  eirors  In  form  and  address,  in  spelling,  capltalliatioa,  punctuation,  syntax,  and 
style,  and  its  adherence  to  and  treatment  of  the  subject  given  are  considered,  and  Its  value,  In  the  judg- 

In  determining  the  rathig  lor  letter  writing  it  la  proper  for  the  examiner  Ui  be  guided  In  a  general  way  by 
the  foUoB-Ing  scheme:  Excellent,  sa  to  90;  good,  90  to  SO;  f^r,  SO  to  TO;  ordinary,  TO  to  60;  poor,  60  to  SO;  rerf 
poor,  50  to  25;  practically  worthless,  2A  to  0- 


Pcnmanshlp  la  isted  according  to  Its  value  on  a  acaleof  100,  Indetermlnlngthe  rating,  legibility,  rapidity, 
neatness,  and  general  appearaoce,  as  well  as  correctnesa  and  uniformity  In  the  formation  of  words,  lettersi 
and  punctuation  marks,  are  considered,  and  It  is  proper  for  examhiers  to  be  guided  in  a  general  way  by  ths 
followlngscheme;Eioellent,  B0to(15;verygood,  S5lo  80;  good,  80  to  7i;  ordinary,  7S  to  70;  poor,  70  to  6S;  very 
poor,  65  to  SO;  below  the  grade  of  "very  poor,"  SO  to  10. 

From  100 
deduct— 

1.  For  each  word  or  Qgure  omitted,  repealed,  substituted,  or  Improperly  inseiled S 

2.  For  each  error  in  spelling,  for  each  transpoaitlon,  for  each  abbreviation  not  in  the  copy,  lor  each 

failure  to  capitallie  accordhig  to  copy,  lor  each  failure  U>  punctuate  according  to  copy,  for 
each  bllure  to  Indentmargin  as  Id  copy,  for  each  error  Id  paragraphing,  and  far  inegularlty  In 
left-hand  margin B 

S.  For  each  misdivlslon  of  a  word  at  the  end  of  a  line,  for  each  omission  or  Improper  use  of  the 
hyphen  in  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered,  interlined,  or  canceled, 
foreachblotorminoreraaure,  if  Qotneat 1 

4.  For  any  other  devlatioQ  tram  copy  not  coveted  by  tbe  foregolDg,  charges  are  made  in  the  dlscte- 
tloD  of  the  examiners. 


The  rethig  on  thla  subject  is  for  accuracy  oalf.  A  charge  of  2  is  made  for  each  error  or  omission  lu  noting 
tile  errors  on  the  printed  sheet  when  compared  with  the  correct  written  addresses  given.  Thediflerenc« 
between  the  sum  of  the  errors  thus  found  and  100  Is  the  rating  on  this  subject. 

By  order  of  the  CommissioD: 


y^A^M( 


PTttidmt. 
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Pereons  deairmg  to  be  examined  for  the  poatioiiB  of  clerk  and  city  cairier  in  the 
FoBt-O&ce  Service  should  first  read  carefully  the  instructione  contained  in  the  pam- 
phlet. If  an  examination  is  to  be  held  for  the  office  in  which  employment  is  sought, 
the  blank  request  below  should  be  torn  oS,  filled  out,  and  mailed  to  the  district 
secretary. 


Date 191 

Secretary,  Sixth  Civil-Sbrvicb  District, 

Ointinnati,  Ohio: 
Please  mail  to  the  address  given  below  application  form  1371,  in  order  that  J  may 
take  the  post^fBce  examination  at 

Address 


o 
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(c)  The  foUowing-nwned  podtions  in  certain  field  bnuchee  of  the  k 


OBce  dcpatr  VBit«<  SUtM  ■anhsl,  De- 

partmcmof  Jmtice M 

Idw   clerk -atOBOanpter-trpMrTltw,  De- 

psrtmentofJiiiOM IS 

ronntdark.  Forest  Serrtce IT 


■•ctaafeal    ippnatlM    iraRoua   aid 

Fmm*  Hftw  ud  Msailmi. 

(ers  Depkitmeutal  Luse... 


Additional  podtiona  may  be  included  in  the  Bizth-Dietrict  otganixatdon  when  the 
conditJona  of  the  aervice  make  mich  additaons  desirable  and  piacdcable. 

4.  All  civil-eervice  work  pertaining  to  the  positions  named  in  section  3  ia  ander 
the  direction  of  a  district  secretary,  subject  to  the  aupervision  of  the  United  Statee 
Civil  Service  CommiBsion.  The  addrees  of  the  district  eecrettuy  is,  "Secretary,  Sixth 
Civil-Service  Diatrict,  Post  Office,  Cincinnati,  Ohio." 

5.  For  infonuatjon  concerning  vacancies  and  salarieB  of  positions  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  charge  of  the  office- 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacanciee  in  all  podtiona  corered  by  this  pablication  are  filled  by  open  com' 
petitive  esammation,  nnlea  filled  by  reinstatement,  transfer,  or  promotion. 
Eiaminationa  are  open  to  all  citizens  of  the  United  States  who  comply  with  the 
reqnirementa.  Peraona  who  wiah  to  take  any  of  the  examin&tioDB  described  shonld 
follow  the  directions  contained  in  this  pamphlet.  In  writing  for  application  forms 
or  for  information  the  name  of  the  examination  deored  should  alwaya  be  stated. 
The  application  form  when  received  ahonld  be  carefully  filled  out  in  accordance 
with  the  instmctions  printed  thereon  and  miuled  without  delay  to  the  Secretary, 
Sixth  United  States  Civil-Service  Diatrict,  Cincinnati,  Ohio.  If  the  application  is 
received  by  the  district  secretary  witiiin  the  time  prescribed  for  the  receipt  of  appli- 
cations, and  the  applicant  is  found  to  be  entitled  to  the  examination  requested,  a 
card  will  be  sent  to  him  in  ample  time  to  admit  him  to  the  examination  if  a  mental 
test  ia  required.  If  an  average  percentage  of  70  or  more  ia  atttuned  in  the  exami- 
nation (65  or  more  in  the  cases  of  persons  honorably  discharged  from  the  United 
States  military  or  naval  service /i»r  disability  incurred  in  Uie  line  of  doty)  the  applicant 
becomes  an  "eli^ble"  (that  ia,  eligible  for  appointment  when  reached  in  the  order 
of  his  standing)  and  his  name  is  placed  on  a  "register  of  eligiblee."    (Seep.  19.) 

7.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to 
give  their  full  post-office  addressee,  and  in  many  cases  the  letters  are  not  signed. 
Applicants  should  see  that  their  names  are  plainly  and  correctly  written  and  their 
poet-office  addresses  (city,  street,  and  number)  given  in  fall.  A  number  of  applica- 
tions tail  to  reach  the  district  secretary  on  account  of  not  having  anfficient  postage 
attached.  It  is  not  neceaaary  to  inclose  postage  atamps  in  order  to  secure  a  reply 
from  the  district  aecretary. 

PEBSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  be  suffident  cause  for  excluding  a  person  from  examl- 

(a)  That  he  is  not  a  dlizen  of  or  does  not  owe  allegiance  to  Oie  United  States. 
(See  sec.  23.) 

(6)  That  he  is,  on  the  date  of  the  examination,  under  the  mtnimnm  or  over  tbe 
maximum  ^e  limitation.    (6eesec.20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralyms,  epi- 
lepsy, blindness,  lose  of  botb  arms  or  both  legs,  loss  of  arm  and  le%,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  nacompeusated  valvular  disease  of  the  heart, 
[Sth  Dist] 
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locomotor  ataxia,  caacer,  Bright'H  diaeaae,  diabetes,  or  is  otherwise  phjrsically 
disqualified  for  the  service  wliich  he  aeeks. 

{d)  That  he  is  addicted  to  the  habitual  use  of  iutoxicating  beverages  to  excess. 

{e)  That  he  ie  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.     (Writtenpermissiou  must  be  filed  with  the  fonnal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination 
tor  which  he  again  desires  toapply.  This  reatriclion  shall  not  apply  to  persons  who, 
having  taken  one  annoal  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(ff)  Tliathehas  been  dismissed  from  the  Federal  service  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an  appli- 
cation will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed  from 
the  service  rests  with  the  Comraission,  and  each  case  of  this  character  will  be  con- 
sidered on  its  individual  merits. 

(A)  That  he  has  failed  after  probation  to  receive  ahsolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiratioD  of 
his  proljationary  service.     (See  sec.  146.) 

(i)  Thathehasmadeafalsestatementinhisapplication,  or  has  been  guilty  of  fraud 
or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has  be«n 
guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

[j)  That  he  has  been  discharged  for  desertion  from  the  military  or  naval  service  of 
the  United  States  under  section  1998,  Bevised  Statutes. 

PREFERENCE  IN  APPOINTMENT. 

9.  Section  1764  of  the  Revised  Statutes  provides  that  persons  honorably  dischai^ed 
from  the  military  or  naval  service  by  reason  of  disabiliiy  resulting  from  wounds  received 
or  sickness  incurred  in  the  line  of  duly  shall  be  preferred  for  appointments  to  the  civil 
offices,  provided  they  are  found  to  possess  the  business  capacity  necessary  for  the 
proper  discharge  of  the  duties  of  snch  offices.  A  person  who  has  been  allowed 
preference  by  the  Commission  baa  thefollowing  advant^es;  (a)  He  is  released  from 
all  E^  limitations;  (6)  he  has  to  attain  an  aver^^  percenti^  of  only  65  to  be 
e%ible,  whileforallotberstheaven^  percentage  required  is  70;  (c)  having  attained 
an  average  percentage  of  65,  his  name  is  placed  on  the  register  above,  and  is  certified 
before,  those  of  persons  who  have  not  been  allowed  preference;  and  (d)  he  is  released 
from  the  law  and  rules  relating  to  apptortionment  of  appointments.  (Appointments 
outside  of  Washingtoa,  D.  C,  are  not  apportioned.)  If  on  the  same  roister  the 
nameeof  more  than  one  preference  claimant  appear,  the  name  of  the  claimant  havii^ 
the  highest  average  percentage  will,  of  course,  head  the  list.  Preference  under  this 
section  does  not  apply  to  promotion  examinations  or  to  examinations  for  the 
Philippine  Service. 

DEAF-MUTES. 

>  the 

Deaf-mntes  maybe  admHtod  to  esttmlnatlons  for  all  place* In  the  clRSSlfled  civil  aerviceot  the 
United  Statee  whose  duties,  in  the  □pinion  of  the  heode  of  the  nverftl  executive  depaitmenlii,  the; 
maybe  considered  cBpable  of  performing,  and  eacb  department  will  famish  to  the  tSvll  Service  Ccm- 
mlKlon  a  Hit  of  nich  poBltlona,  which  Hat  ghall  not  be  changed  wlthont  prerloua  notice  to  the 
Commission  and  In  accordance  with  which  the  Commisaion  shall  certify  or  withhold  from  certlflca- 
tlon  deai-mutes  aa  they  are  reached  In  their  order. 

Form  I78S,containingalistof  examinations  to  which  deaf-mutes  will  be  admitted, 
will  be  sent  upon  lequeet. 
[StbDiet] 
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OTHER  GENERAL  INFORMATION. 

11.  A  person  holding  a  classified  podtion  will  not  be  permitted  to  compete  in  an 
examination  of  the  same  kind  as  tliat  given  for  the  position  occupied  or  of  the  kind 
which  reealted  in  appointment  to  the  service  nntil  after  three  years  from  the  dat« 
of  appointment,  except  that  a  person  appointed  from  the  Btenographer  or  the  type- 
writer register  may  be  examined  for  stenographer  and  typewriter  without  regard  to 
this  restriction:  Provided,  That  this  regulation  ehall  not  apply  to  any  person  who 
has  been  examined  forand  appointed  to  the  Field  Service  and  decdree  to  be  examined 
for  the  Departmental  Service  at  Washington,  D.  C,  the  Isthniian  Canal  Service,  or 
the  Philippine  Service,  and  vice  veraa:  Provided,  That  this  regulation  shall  not  apply 
to  any  peraon  who  is  to  be  dismiseed  from  the  service  within  the  three-years'  limit 
on  account  of  necessary  reduction  of  force  and  who  has  not  been  examined  within 
approximately  one  year  from  the  date  of  the  examination  to  which  such  peifion 
seeks  entrance.  It  is  not  necessary  for  a  person  to  redgn  a  Giovemment  position  in 
order  to  take  an  examination  for  a  position  of  a  different  kind  from  that  occupied 
and  of  a  kind  different  from  that  which  resulted  in  appointment  to  the  service. 

12.  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  the  exam- 
inations not  becanse  of  a  lack  of  knowledge  but  throngh  hsate  and  careleaanees  in 
reading  and  interpreting  qnestions  and  in  writing  the  answers.  In  filling  outlbe 
■ppUcation  great  care  should  he  exercised  to  comply  with  every  requirement  In 
the  examinations,  while  competitors  must  complete  their  work  within  a  prescribed 
period,  the  time  allowed  is  ample  for  the  careful  consideratioD  of  every  question 

13.  TTnder  section  28  of  the  Criminal  Code  of  tlie  trailed  Slates  anr  false  statement 
In  an  application,  alteration  ol  a  voncher  or  oertlflcate,  or  the  presentation  to  the 
Commission  ol  any  snoh  paper  Is  a  violation  of  the  law.  A  nnmbei  o(  persons  guilty 
under  the  statute  mentioned  have  been  convicted. 

14.  The  time  of  filing  application  sometimee  determines  the  relative  position  of  an 
eligible  on  the  re^ster,  as  when  two  eligiblea  have  the  same  average  the  one  whose 
application  is  filed  In  complete  form  first  is  placed  on  the  raster  ahead  of  the 
other.  It  is  therefore  advisable  for  applicants  to  file  their  applications  as  soon  as 
possible  after  the  receipt  of  the  blank  application  forms. 

15.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  examined 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  the  receipt  of  applications;  otherwise  no  change  will  be 
made. 

16.  The  Commisnon  is  not  responsible  for  delay  In  the  receipt  of  apphcations. 
Applications  sent  by  mail  are  not  received  nnleae  postage  is  fnlly  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  recwved  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, shoald  keep  the  district  secretary  informed  of  any  ehaoge  of  postoffice 
address.  Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A 
request  to  have  an  address  changed  should  be  made  in  writing,  should  relate  only 
to  the  change  in  address,  and  ebonld  indicate  the  kind  of  examination  taken,  and, 
if  educational,  the  place  and  date  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  com- 
pleted. Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the 
Commission  to  expedite  the  rating. 

19.  The  dvil-eorvice  act  providee  that  whenever  there  are  two  or  more  members 
of  a  EafflUy  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
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of  BDch  family  sbal)  be  eligible  for  appointment  to  any  of  the  said  grades.  Tbe 
Attoniey-General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
members  of  a  family  are  in  the  public  service  in  the  giadee  covered  by  the  dvil- 
service  act  the  Commiaeion  ie  antborized  and  required  to  withhold  from  certification 
the  name  of  any  other  member  of  each  family.  If,  on  inspection  of  an  application 
for  examination,  it  is  found  that  two  or  more  membets  of  the  appUcantfa  ffunily  are 
in  the  service,  the  applicant  will  be  admitted  to  examinatJoD  if  found  otherwiae 
eligible,  but  hie  name  will  not  be  certified  for  appointment  eo  long  as  two  or  more 
members  of  his  family  are  in  the  service. 

20.  When  age  limit«tionB  are  prescribed  in  connection  with  an  examinatdon  an 
applicant  will  beadmitted  to  an  examination  if  on  the  date  of  the  examination  be 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  bis  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  his  fortieth  birthday.  (See  sec.  86.)  The  age  lim- 
its for  all  examinationB  are  waived  in  the  cases  of  petsons  honorably  discharged  from 
the  United  States  military  or  naval  service  &yr«[uono/diM&tJ%rttuf(tiuf^m  wound* 
rteeived  or  ndbwM  incurred  m  tht  Une  q^  duty.     (See  sec.  0. ) 

21.  The  Commission  will  dose  the  distribatiOD  or  receipt  of  applications  for  any 
examination  when,  in  ita  Jndgment,  a  snffident  number  have  been  distributed  or 
recdved- 

22.  If  the  needs  of  the  service  make  sncb  action  de^rable,  tbe  Commission  may 
postpone  or  cancel  an  examination.  When  aa  examination  is  postponed  or  can- 
celed persona  who  have  applicatiODB  cm  file  will  be  notified.  In  case  of  postpone- 
ment notice  of  the  date  on  which  ttie  examination  is  to  be  held  will  be  weai  as  soon 
as  the  date  is  determined. 

23.  All  applicants  must  make  oath  in  their  applications  to  their  United  States  citi- 
zenship or  all^iance.  In  the  case  of  a  fordgn-bom  dtizen,  dtizenshipmnst  be  fully 
proved  in  one  of  the  following  ways : 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  mnst 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  tbe  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  by  submitting  the  affidavits  of  two  disinterested  dti- 
zens  to  tbe  effed  that  the  applicant  is  the  identical  person  to  whom  the  certificate 
was  issued. 

(6)  If  naturalized  by  tbe  naturalization  of  a  parent  during  appUcant's  minority, 
flual  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affida- 
vits of  two  disinterested  dtizens  that  tbe  applicant  is  the  reputed  child  of  tbe  person 
BO  naturalized. 

(c)  If  natutalized  by  the  naturalization  of  tbe  applicant's  husband,  or  by  marriage 
to  a  natnralized  citizen,  the  marriagecertificateorothersatisfactory  evidence  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted. 

(d)  If  naturalized  by  marriage  toanativeAmerican  dtizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  didnterested  citizens  that 
Uie  husband  (the  name  to  correspond  to  tfiat  shown  in  marriage  certificate)  is  anstive 
dtizen.  Such  affidavits  should,  if  poedble,  show  place  and  date  of  tbe  husband's 
tdrth. 

(<)  If  the  applicant  is  tbe  child  of  American  dtizens  temporarily  reddent  abroad 
at  tbe  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  facts  as  claimed.    If  tbe  parents  are  uatDralized  dtizens,  their  dtizenahip  must 
beprovedasin(b)  above, 
[6tb  DIM.] 
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(/)  If  tile  applicant  has  been  bonoiably  discharged  from  the  Regular  or  Volunteer 
Aixay  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States,  he 
may  be  admitted  to  citizenship  upon  filing  petition  with  the  properoonrt,  as  provided 
by  section  2166,  Bevised  Statutes. 

(y)  If  the  applicant  has  been  honorably  discharged  from  the  United  Statee  Navy 
after  a  service  of  five  consecutive  yeare,  or  after  one  enlistment  in  the  United  Statee 
Marine  Corps,  he  may  be  admitted  to  dtizeuHbip  upon  filing  petition  with  proper 
court  as  provided  by  twenty-eighth  Btatutes  at  Large,  page  124. 

24.  An  application  from  a  foteign-bom  person  claiming  citizenship,  hut  teiliug  to 
hirnieh  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  issued  them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate 
should  be  obtained, 

25.  Whenever  a  person  has  filed  with  the  Commiaalon  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  t<i  file  such  proof 
with  a  subsequent  application,  but  he  should  etat«  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  be  has  furnished  proof  of 
dtizenship. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

26.  The  Commission  has  no  connection  with  any  civil-service  school  or  institute 
doing  business  by  correspondence  or  otherwise,  and  has  no  informction  to  furnish 
in  regard  to  such.  Their  representatives  are  not  permitted  to  inspect  the  exami- 
nation papers  of  competitors.  Authentic  information  in  r^ard  to  examinations  may 
l>e  obtained  only  from  the  United  States  Civil  Service  CommiGsion  or  the  district 
secretary  and  without  cost.  The  Commission  is  in  no  way  responsible  for  any  etate- 
mente  contained  in  the  advertisements  of  such  schools. 

FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

27.  For  positions  in  field  branches  of  the  service  which  require  a  mental  teat  liut 
do  not  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
ditficulty  are  held,  namely: 

First-grade,  or  clerical. 
Second-grade,  or  minor  clericaL 
Third-grade,  or  subclerical. 

28.  EUgihles  on  the  first  and  third  grade  registers  will  be  certified  tor  filling  vacan- 
cies  as  they  may  occur  In  any1>raiicli  of  the  Field  Service  In  positions  covered  by  the 
grade  of  esaminatlon  they  have  passed.  ,  (Bee  roles  governing  certiflcationB,  page  19.) 
Applicants  lor  the  first  and  third  grade  examlnatioaa  should  therefore  apply  tor  "all 
aerrlces  "  In  their  applications,  unless  there  are  one  or  more  services  in  which  they 
will  not  accept  appointment.  In  this  event  they  should  specifically  enumerate  In  their 
appUcatlons  the  services  In  wliich  appointment  is  NOT  desired  in  order  that  their 
names  may  not  be  certified  for  those  services.  The  second-grade  examination  Is 
given  loT  the  positions  of  clerk  and  carrier  In  the  Fost-Offlce  Service,  and  seldom  for 
any  other  positions. 

29.  Ctianges  in  the  grade  or  place  of  examination  will  be  made  only  upon  request 
in  writing  received  prior  to  the  date  set  for  the  close  of  the  receipt  of  applications. 
A  request  for  a  change  in  the  designation  of  the  services  in  which  employment  is  or 
Ib  not  desired  must  be  made  in  writing,  or  no  change  will  be  made. 

30.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
date,  or  during  the  same  series  of  examinations. 
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THB  FIBST-GBAOB,  OK  CLBRICAIq  XSCAMHTATIOIT. 

(For  description  of  examination,  eample  questionB,  etc.,  aee  poKe  22. ) 

31.  The  minimum  age  limit  for  tbie  examination  is  18  y«ara;  ttiere  ia  do  maximom 
delimit. 

32.  Application  form  I37L  is  required. 

33.  This  examination  is  given  for  the  positions  of  asnatant  weigher,  day  inspector, 
derk,  inspectrese,  cashier,  storekeeper  (clnnoed  as  clerk),  deputy  officer,  gauger,  and 
sampler  (general  merchandise) ,  in  the  Cnstoms  Service;  clerk,  office  deputy  collec- 
tor, division  deputy  collector,  ganger,  storekeeper,  and  storekeeper-ganger,  in  the  In- 
temal-Bevenue  Service;  the  poaition  of  office  deputy  United  States  marshal,  and 
clerical  positions  requirii^  similar  qualifications  (not  requiring  special  or  technical 
knowledge)  in  the  services  named  and  other  field  bntnches.  FersonH  desiring  exami- 
nation [or  any  of  these  positions  should  apply  for  the  "  Fiist-Qrade,  or  Clerical," 


34.  This  examination  will  be  held  annually  on  the  first  Saturday  in  Pebrnary  at 
the  following-named  places,  except  where  the  number  of  eligibles  on  the  register  in 
any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  for  that  place 
iriU  be  postponed  until  the  next  succeeding  year. 


Ashland,  Ky. 
Ashtabula,  Ohio. 
Athens,  Ohio. 
Bloomington,  Ind. 
Bowlit^  Green,  Ky, 
<^nton,  Ohio. 
Cincinnati,  Ohio. 
Chillicothe,  Ohio. 
Cleveland,  Obio. 
Columbus,  Ohio. 
Conneaut,  Ohio, 
Covington,  Ey. 
Danvitle,  Ey. 
Dayton,  Ohio. 
Evansville,  Ind. 
36.  Application 


Owensboro,  Ky. 
Paducah,  Ky. 
Fainesville,  Ohio. 
Bichmond,  Ind. 
Bichmond,  Ky. 
Sandusky,  Ohio. 
South  Bend,  Ind. 
Steubenville,  Ohio. 
Terre  Haute,  Ind. 
Toledo,  Ohio. 
Valparaiso,  Ind. 
Vincennes,  Ind. 
Youngstown,  Obio. 
Zanesville,  Obio. 


Fort  Wayne,  Ind. 

Frankfort,  Ky. 

Hopkinsville,  Ey. 

Indianapolis,  Ind. 

Ironton,  Ohio. 

Lafayette,  Ind. 

lawrenceburgj  Ind. 

Lexington,  Ky. 

Lima,  Ohio. 

Lorain,  Ohio. 

Louisville,  Ky. 

Mansfield,  Ohio. 

Marietta,  Ohio. 

Mays vi  lie,  Ky. 

New  Albany,  Ind. 
1  blanks  may  be  secured  belvxen  the  lit  of  October  and  the  Sd  of 
January,  either  from  the  local  secretaries  at  the  post  offices  or  customhouses  in  the 
cities  named  (except  Cincinnati,  Obio)  or  from  the  Secretary,  Sixth  Civil-Service 
District,  Cincinnati,  Ohio.  To  receive  condderation  for  the  February  examination, 
applicatkins  must  be  filed  with  the  district  secretary  at  Cincinnati  not  lata'  than  the 
hour  of  cloeing  buiineu  on  January  S.  Applications  received  after  the  time  specified 
will  not  be  accepted. 

36.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annual  examination  in  February,  due  announcement  of  sucb  extra  examinations 
will  be  made  in  the  public  press. 

37.  A  person  who  has  passed  the  first-grade  examination  for  field  services  can  not 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the  exami- 
nation be  has  passed,  even  though  he  deeiree  to  enter  the  examination  in  another 
city.  (See  sec.  8/.)  A  person  who  fails  in  the  examination  may  take  the  next 
examination  regardless  of  the  time  intervening. 

TXtB    SBCOND-ORASB,    OB   MIlfOB   CIiBBICAIi,   BXAMINATIOlf. 

(For  description  of  examination,  sample  questions,  etc.,  see  pt^es  22  and  24.) 

38.  This  examination  is  given  for  the  positions  of  clerk,  and  carrier  for  city  delivery, 
in  the  Post-Office  Service,  and,  infrequenUy,  for  minor  clerical  positions  in  other 
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eervices.  Full  information  concerning  ejuuDiuatione  for  the  PoBl>Of9ce  Benrice  is 
contained  in  a  separate  pamphlet.  Form  1808,  a  copy  of  which  may  be  obtained  by 
addressing  the  Becretary,  Sixth  Civil-Service  District,  Cincionati,  Ohio.  (8ee  p.  9.) 
89.  Should  vacancies  occur  in  minor  clerical  pontiona  in  field  branches  of  services 
otber  than  the  Post-Office,  they  will  be  filled  by  examination  consisting  of  the  sec- 
ond-grade subjects  as  shown  on  page  22,  omitting  the  test  in  reading  addresses,  and 
with  the  addition  of  such  other  testa  as  may  be  deemed  necessary.  Such  eiamina- 
tioas  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  annonnced  in 
the  public  press. 

aBE  THIRD' GRADE,  OR  SUBCLKRICAL.  BXAM I  NATION. 

(For  description  of  examination,  sample  queatione,  etc.,  see  pa«es  22  and  26.) 

40.  Tbeminimumagelimitfor  this  examination  is  18  years;  there  is  no  maiimnm 
i^  limit. 

41.  Application  and  examination  form  1800  is  required. 

42.  This  examination  is  f^ven  for  the  poeitdons  of  attendant,  foreman,  and  night 
inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified  laborer 
(or  skilled  laborer) ,  and  all  positions  requiring  similar  qoalifications  in  the  service 
named  and  other  field  branches.  (Specific  information  concerning  examinations  for 
the  positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pages  16  and 
17. )  Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  positions, 
except  elevator  conductor  and  messei^r  boy,  shonid  apply  for  the  "Tbird-Orade, 
or  Snbclerical,"  examination.  The  term  "skilledlaborer,"  or  "classified  laborer,"  as 
here  used,  is  not  intended  to  embrace  tbe  mechanical  trades,  which  are  commonly 
referred  to  as  being  slcilled  labor.  In  the  present  meaning,  a  skilled  laborer  is  one 
whose  duties  are  general  or  miscellaneous,  below  those  of  the  clerical  grades  and 
above  tbe  grade  of  mere  manual  labor. 

43.  Tbe  third-grade  examination  will  be  held  annually  on  the  first  Saturdajr  in 
Febniary  at  the  following-named  places,  except  where  the  number  of  eligibles  tax 
tbe  roister  in  any  case  is  sufficient  to  meet  tbe  needs  of  the  service  the  examination 
for  that  place  will  be  postponed  until  the  next  succeeding  year: 

Cincinnati,  Ohio.  Columbus,  Ohio.  Louisville,  Kentucky. 

Cleveland,  Ohio.  Indianapolis,  Indiana.  Toledo,  Ohio. 

44.  Application  blanks  may  be  secured  betieefn  the  let  of  October  and  Ike  Sd  of 
Janvan/,  either  from  the  local  secretaries  in  tbe  cities  named  (except  Cincinnati, 
Ohio),  or  from  the  Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio.  To 
receive  consideration  for  the  February  examination  applications  must  be  filed  with 
the  district  secretary  at  Cincinnati  not  later  Ihan  the  hour  of  dwing  biuinetf  on  Janu- 
ary S.    Applications  received  after  the  time  specified  will  not  be  accepted. 

45.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third-grade  positions  for  which  female  eligibles  are  desired, 
examinations  will  be  duly  announced  in  the  public  press. 

46.  Should  it  become  neceisary,  to  meet  I  be  needs  of  the  service,  to  bold  examina- 
tions at  any  of  tbe  places  named  in  section  43  or  other  places  on  dates  other  than  that 
of  the  annual  examination,  due  announcement  of  such  extra  examinations  will  be 
made  in  tbe  public  press. 

47.  A  peison  who  has  passed  the  third-grade  examination  for  field  services  can 
not  take  the  same  examination  within  approximately  one  year  of  the  date  of  the 
examination  he  has  passed,  even  though  he  desires  to  ejiter  the  examination  in 
another  city.  (See  sec  8/.)  A  person  who  fails  in  the  examination  may  take  the 
next  examination,  regardless  of  the  time  intervening. 

46.  Applicants  for  the  third-grade,  or  snbclencal,  examination  must  be  able-bodied 
and  physically  capable  of  periorming  manual  labor. 
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49.  Male  appliointe  for  the  third-grade,  or  anbclericftl,  examination,  npon  theii 
request  at  the  time  of  tabisg  the  mental  examination,  may  take  the  atrength  test 
which  is  ^ven  to  applicanta  for  the  position  of  unskiUed  laborer,  and  which  consists 
of  lifting  and  shooldeiiDg  125  pounds  weight.  If  they  pass  the  sttength  test  in 
addition  to  the  snbclerical  examination,  it  will  be  noted  on  the  BkiUed  laborer  Te^e- 
ter  aa  in  the  natoie  of  a  qualification.  If  an  appointing  officer  requests  certifica- 
tion from  the  third-grade  register  of  those  persons  capable  of  performing  heavy 
manual  labor  connected  with  a  Bubdericol  position,  certification  will  be  made  from 
the  skilled  laborer  register  of  eligibles  standing  highest  in  the  educational  examina- 
tion who  have  idso  passed  the  strength  test. 

POST-OFFICE  SERVICE. 

60.  The  second-grade,  or  minor  clerical,  examination  is  given  for  the  positions  of 
clerk,  and  carrier  for  city  delivery,  in  the  Poet-Office  Service.  (For  description  of 
examination,  sample  questions,  etc,  see  pages  23  and  24.)  Complete  information 
concerning  applications  and  examinations  for  and  appoiotmenta  in  this  service  is  con- 
tained in  Form  1898  (Instructions  to  Applicants,  Poat-Offlce  Service),  which  may  be 
had  by  addressing  a  postal  card  to  the  Becretary,  Sixth  Civil  Service  District,  Cin- 
unnsti,  Ohio. 

61.  Examinations  for  fiivt-clase  post  offices  are  held  on  the  first  Wednesday  or 
Saturday  of  November  of  each  year,  if  the  needs  of  the  service  bo  require.  Applica- 
tion blanks  for  these  examinations  are  distributed  and  applicationB  rec^ved  between 
July  1  and  October  1. 

62.  Examinations  for  second-class  post  offices  are  held  only  when  eligibles  are 
needed.  Due  announcement  of  such  examinations  is  mode,  and  application  blanks 
are  not  distributed  nor  applications  received  until  examinations  are  announced. 

63.  It  is  the  policy  of  the  Post-Office  Department  to  fill  vacancies  in  the  position 
of  assistant  postmaster  in  first  and  second  class  post  offices  by  the  promotion  or 
transfer  of  competent  persons  who  are  already  employed  in  the  service. 

INTEBNAL-BEVENTJE  SERVICE. 

64.  The  first-grade,  or  clerical,  examination  is  g^ven  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper^nger.  Af^icanli  thotUd  not  apply  for  tpeciftc  potitione.  See  tec- 
Uoni  t7,  SB,  and  SS. 

65.  Persons  who  pass  the  examination  held  at  the  following-named  places  will 
be  eligible  for  appointment  in  the  lnt«mat-Revenne  Service  in  the  internal- revenue 
district  in  which  snch  places  are  located,  as  indicated  below; 

The  Firat  Int«mal-Ke venue  District  of     The  Eleventh  Internal  Bevenue  District 
Ohio:  of  Ohio— Continued. 

Cincinnati,  Ohio  (Headquarters).  Marietta,  Ohio. 

Dayton,  Ohio.  Zaiiesville,  Ohio. 

The  Tenth  Internal-Revenue  Districtof     TheEighteenthlntemal-IieveaaeDistrict 
Ohio:  of  Ohio: 

Lima,  Ohio.  Ashtabula,  Ohio. 

Sandusky,  Ohio.  Canton,  Ohio. 

Toledo,  Ohio  (Headquarters).  Cleveland,  Ohio  (Headquarters). 

The  Eleventh  Intemal-Bevenue  District  Conneaut,  Ohio, 

of  Ohio:  Lorain,  Ohio. 

Athens,  Ohto.  Mansfield,  Ohio. 

ChUUcothe,  Ohio.  Fainesville,  Ohio. 

Columbus,  Ohio  (Headquarters).  Stenbenville,  Ohio. 

Ironton,  Ohio.  Youngstown,  Ohio. 

18641°— 6th  Diet.— 12 2 


■:-,'0d::vGOO<^IC 


lie  Sixth  Intemal-Reveniie  IHstrict  of 


The  Fifth  Intenua-BenniM  DietricA  of 
K-eaiudtj: 
FnmUort,  Ey.' 

LouisTillc^  Ky.  (HekdqnaiterB). 
The  Sixth  Intenul-Revemie  District  of 
Kentucky: 
Covington,  Ky.  (HeadquxKers). 
The  Seventh  Intenial-Bevenue  Kstrict 
of  Kentucky: 
Ashland,  Ky. 
Frankfort,  Ky.' 

Lexington,  Ky.  (Heftdquartere). 
Mayaville,  Ky. 
The  Eighth  Intemal-Ite venae  District  of 
Kentucky: 
Danville,  Ky.  ( Headquarters). 
Kchmond,  Ky. 


Bloomington,  Ind. 

Fort  Wayne,  Ind, 

Indianapolis,  Ind-  (Headquarters). 
,  lAwrencebnig,  Ind. 

Richmond,  Ind. 

Sonth  Bend,  Ind. 

Valparaiso,  Ind. 
The  Seventh  Intenud-Bevenae  District 
of  Indiana: 

Evanaville,  Ind. 

labyette,  Ind. 

New  Albany,  Ind. 

Terre  Haute,  Ind.  (Headquarters). 

Vinceonee,  Ind. 
The  Second  Internal-Bevenue  District  of 
Kentacky: 

Bowling  Gieen,  Ky. 

HopkioBville,  Ky. 

Owenaboro,  Ky.  (Heodqnartera). 

Paducah,  Ey. 

(For  description  of  exsraination,  see  p.  22;  for  date  of  examination,  see  sec.  34.) 

56.  Storekeepers  and  gangers  whose  compensation  doee  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggn^te  compensation  does  not  exceed  (500 
per  annum,  are  not  sabject  to  competitive  examination. 

57.  The  podtjon  of  messenger  in  tiiia  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
Bubclerical,  examination.  (For  description  of  examination,  see  pages  22  and  S6;  for 
date  of  examination,  see  sec.  43.) 

CUSTOMS  SERVICE. 

58.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows :  Assistant  weigher,  day  inspector,  clerk,  cashier,  inspectrcss,  storekeeper 
(classed  as  clerk),  deputy  officer,  gauger,  and  sampler  (general  merchandise), 

59.  There  are  no  positions  in  the  Customs  Service  in  the  Sixth  Civil-Service  Dis- 
trict which  are  filled  from  the  second-grade,  or  minor  clerical,  examination. 

60.  The  third-grade,  orsubclerical,  examinadon  is  given  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer. 

Applieanle  for  first  or  third  grade  examxnaHont  thoiUd  ttot  appli/  for  tpecific  potUionl. 
{See  sees.  «7,  S8,  SS,  and  43- ) 

61.  Examinations  will  be  held  annually  for  the  Ousloms  Service  at  the  followii^ 
named  places,  if  the  needs  of  the  service  bo  reqoire: 

Ashtabula,  Ohio.'  Dayton,  Ohio. 

Cincinnati,  Ohio.  Evanaville,  Ind. 

Cleveland,  Ohio.  Indianapolis,  Ind. 

Columbus,  Ohio.  Lorain,  Ohio.* 

Conneaut,  Ohio.'  Louisville,  Ky. 

(For  description  of  examinations,  see  pages  22  and  26;  for  date  of  examinations, 
see  sees.  34  and  43.) 

•PeiwiiiB  passing  tlie  examlaatlan  held  at  FnakCort,  Ky.,  irlll  be  eligible  for  appointment  tu 
postUons  Id  tbe  iDtemal- Revenue  Service  In  either  the  Fifth  Kentucky  (or  Lonlarllle)  DMHct,  oi 
Che  Serenth  Kentucky  (or  Lexington)  District.  ApplicatlODS  must  Indicate  In  which  district 
employment  Is  sought. 

'  Snbporta  of  Clevelftna,  Ohio. 

■  Examinations  iield  at  Falnesvllle  lor  Falrport,  a  subpott  of  CierelBiuI,  Ohio. 
(Sth  OlBt.] 


Paducah,  Ky. 
Painesvllle,  Ohio.' 
Sandosky,  Ohio. 
Toledo,  Ohio. 
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62.  The  scope  and  chanuter  of  examiniitioiia  for  poEndone  anch  aa  chief  or  prio- 
dpaX  deputy  at  Cincumati  or  Cleveland,  affiayer,  examiner,  and  weigher,  will  be 
made  known  only  when  examinationa  are  announced.  Ezaminationa  of  this  kind 
an  held  cmly  when  a  vaeancy  exists  and  will  be  daly  annoonced  in  the  public 

63.  The  examinatiiHi  for  opener  and  packer  will  consist  of  the  thiid-grade,  or  sab- 
clerical,  Babjeda,  with  a  weight  of  10  per  cent;  training,  experience,  and  Stnen,  60  per 
cent;  and  phj'sical  ability,  30  per  cent  Special  credit  will  be  given  for  experience 
in  opening  and  packing  general  merchandise.  Application  and  examiuatian  form 
1800  is  required.  This  examination  will  be  held  only  when  eligible^  are  needed,  and 
due  announcement  of  examinations  will  be  made  in  the  public  press. 

64.  For  most  positions  of  boatman  a  nonedncational  examination  is  given.  A  few 
mch  poeilions  teqaire  also  a  mental  test,  and  in  such  cases  the  examination  will  con- 
dst  of  the  educational  subjects  of  the  third-giade,  or  subderical,  examinatioa  with  a 
w^ht  of  20  per  cent;  training,  experience,  and  fitnees,  60  per  cent;  and  phyncal 
aUlity,  30  per  cent.  When  no  mental  test  is  required,  the  examination  will  cODsiBt 
of  the  subjects  of  training,  experience,  and  fitness,  and  phy^csl  abUity.  When  a 
DOnedncatignal  examination  is  given,  applicants  are  not  reqnii^  to  appear  at  any 
place  for  examination.  Application  and  examination  form  ISOD  is  required.  This 
examination  will  be  held  only  when  eligiblee  are  needed,  and  due  announcement  (d 
axaminaiiona  will  be  made  in  the  public  prees. 

66.  In  filling  vacancies  in  the  Cnstoms  Service  certification  will  be  made  of  the 
names  of  eli|^bles  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
examinations  are  held  also  at  subporta  for  the  convenience  of  applicants,  the 
highest  eligiblea  will  be  certified  of  those  examined  at  the  port  and  at  aubports. 
Vacancies  occurring  in  customhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  subports  in  the  same  customs  district. 

66.  In  the  Cnstoms  Service,  unless  otherwise  specified,  women  are  eligible  for 
appointment  to  the  following-named  positions  only:  Deputy  collector,  deputy  ear* 
veyor,  clerk,  stenographer  and  typewriter,  inspectrees,  and  cashier. 

67.  The  minimum  age  limit  for  all  open  competitive  examinationB  fortheCoatoma 
Service  which  include  mental  tests  is  18  years  on  the  date  of  the  examination.  For 
examinations  which  do  not  include  mental  tests  the  minimum  limit  is  20  years. 
Tliere  is  no  maximum  age  limit  for  either  class  of  examinations. 

CUSTODIAN  SERVICE. 

68.  The  Costodian  Service  covers  positions  the  dntiee  of  which  relate  to  the  care  and 
mani^ement  of  public  buildings  outside  of  Washii^fton,  D  C. 

BDUCATIOKAI.  HXAMINATION8. 

69.  Examinations  for  the  position  of  Bsrastant  custodian,  assistant  cnstodian- 
janitor,  and  technical  positions,  such  as  steam  engineer,  electrician  and  dynamo 
t^ider,  are  held  only  when  eligibles  are  needed,  and  are  duly  annotmced.  Infor- 
mation concerning  examinations  for  the  position  of  elevator  conductor  will  be  found 
on  page  16.  Vaconciee  occurring  in  other  subclerical  portions  ate  filled  from 
ref^sters  resulting  from  the  third-gtade,  or  subclerical,  examination  referred  to  on 
page  16. 

NONHDUCATIONAI.   HXAMINATIONS. 

TO.  This  class  includes  mechanical  trades  and  similar  positions,  such  as  fireman, 
fireman-laborer,  fireman-watchman,  janitor,  carpenter,  marble  polisher,  etc.    Ex- 
aminations are  held  only  when  eligibles  are  needed,  and  are  duly  announced. 
[6th  Dtet] 
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71.  Application  and  esamination  /arm  1600  is  n^uired  for  noneducataonal  exami- 
nations in  the  CnHtodian  Service. 

72.  The  minimum  and  maximum  age  limits  for  noneducational  esaminatjona  in 
the  GuBtodian  Service ai«  18  and  65  yeani,  respectively.  (See  sec.  20.)  All  honor- 
abljr  dischai^ed  United  Btatee  soldiers  and  sailora  of  the  Civil  War  will  be  admitted 
to  these  examinations  without  regard  to  the  age  limits.  The  age  limits  are  also 
waived  for  examinations  for  all  branches  of  the  service  in  the  cases  of  persons 
honorably  dischai^ed  from  the  United  Btat«s  military  or  naval  service  by  reagon  tij 
dwabUrly  remilUng  from  teoundg  received  or  mcWw  itKurred  tn  the  line  of  duly. 

73-  Vacancies  occurring  in  the  Custodian  Service  in  noneducational  poeitiona  that 
are  like  in  their  requirements  t«  similar  positions  in  other  parts  of  the  service  may 
also  be  filled  by  selection  from  anitable  r^psters  for  any  part  of  the  service  in  the 
vicinity  of  the  place  at  which  the  vacandes  exist. 

74.  Vacandes  in  double-titled  positions  in  the  Custodian  Service,  such  as  fireman- 
watchman,  watchman-fireman,  fireman-laborer,  janitor-fireman,  etc.,  are  filled  from 
appropriate  re^sters  of  one  title.  The  first  word  of  the  title  of  soch  double-titled 
potdtione  indicates  the  more  important  duties  of  the  pOBitJon,  and  vacandes  are  filled 
by  noneducational  or  educational  examination  according  to  the  duties  of  the  position 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman- 
watchman  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
when  el^bles  are  needed),  while  a  vacancy  in  the  position  of  watchman-fireman  will 
be  filled  by  certification  from  the  raster  established  aa  a  reeuit  of  the  third-grade 
educational,  or  subderical,  examination  referred  to  on  page  8. 

76.  Vacandes  in  the  position  of  unehilled  laborer  in  the  Costodian  Service  in 
dties  where  labor  regulations  are  in  force  are  filled  by  certification  from  rasters  of 
eligibles  established  for  ail  branches  of  the  service.    (See  p.  18.) 

(For  further  information  concerning  noneducational  examinations,  seep.  17.) 

8UBTREA8URY  8EBYICE. 

76.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subderical  podtions  in  the 
Subtreaaury  Service  at  Cincinnati,  Ohio,  are  ordinarily  filled  by  selection  from  the  r^ 
isters  reaultins;  from  the  firat,  second,  and  third  grade  examinations  referred  to  on 
pages  7  and  8.  Whenever  the  department  so  desires,  separate  but  not  different 
examinations  will  be  held  and  separate  registers  maintained  for  the  subtreasnry. 
When  examinations  are  to  be  held  especially  for  this  service,  due  announcement 
thereof  will  be  made. 

77.  In  Older  to  become  eligible  for  appointment  to  clerical  positions  in  the  Bub- 
treaanry  Service,  applicants  must  ahow  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  derical  positions  in 
snbtreasuriee. 

75.  Rigid  tests  of  character  and  integrity  will  be  apphed  to  all  applicants  for  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  teats  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  auch  as  may  be  found 
practicable  and  aatisfactory  to  the  Civil  Service  Commission  and  the  assistant 
treasurer. 

QUARTERMASTER'S  DEPARTMENT  AT  I>ABOE. 

79.  Establishments  of  the  Quartermaster's  Department  at  large  in  the  Sixth  Civil- 
Service  District  are  located  at  the  following-named  placee: 
CotumbuB  Barracks,  Columbus,  Ohio. 
Fort.  Thomas,  Ky. 

Fort  Benjamin  Harrison,  Indianapolis,  Ind. 
General  Bepot,  JefFeisonville,  Ind. 
Eetb  Dist] 
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BDUCATIONAL  EXAMINATIONS. 

80.  Vacancies  occurring  in  clerical,  minor  clerical,  and  subclerical  pomtionB  in  this 
service  are  filled  by  certification  from  the  roisters  resulting  from  the  first,  second, 
and  third  grade  examinations  referred  to  on  pages  7  and  8.  Vacancies  in  poaitionfl 
such  as  stenographer,  typewriter,  bookkeeper,  etc.,  are  filled  by  cerlification  from 
appropriate  r^iisters.  (See  Bees.  97  and  121a.}  Examinations  for  other  positions 
which  require  mental  tests,  including  forage  master  and  seamstress,  are  held  as  the 
needs  oE  the  service  demand  and  are  duly  announced. 

NONEDUCATIONAI.  ETEA  MI  NATIONS. 

81.  This  class  includes  mechanical  trades  and  similar  positions,  such  as — 
Blacksmith.  Electrician.'  Painter. 
Blacken)  ith     and      horse-      Fireman.  Plumber. 

shoer.  Gardener.  Stationary  steam  engineer.' 

Blacksmith     and     wheel-      Horseahoer.  Wheelwright. 

W  right.  Machinist. 

Carpenter.  Packer. 

82.  Examinations  are  held  only  when  eligible^  are  needed  and  oreduly  announced. 

83.  The  age  Hmite  for  examinations  for  mechanical  trades  and  similar  positions  in 
the  Quartermaster's  Department  at  Large  are  as  follows:  Men,  minimum,  20)  maxi- 
mum, 50;  women,  minimum,  IS;  maximtmi,  60.    The  age  limits  are  waived  in  cases 
of  persons  honorably  discharged  from  the  military  or  naval  service  by  reanmo/tcourub    . 
received  or  liekness  incurred  in  the  line  of  dviy. 

84.  Application  and  examination  form  18O0  is  required,  and  may  be  obtained  from 
the  Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio,  when  an  examination  is 
announced. 

85.  Applicants  for  these  examinations  may  sign  their  applications  by  mark,  if 
unable  to  write. 

86.  Vacancies  occurring  in  the  Qnartermaater's  Department  at  Large  in  noneduca- 
tional  positions  that  are  in  their  requirements  like  wmilar  positions  in  other  parts 
of  the  service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part  of 
the  service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist 

ST.  For  further  information  in  r^ard  to  nonedncational  examinations,  see  p.  17. 

ENGINEER  DEPARTMENT  AT  LAROE. 

88.  The  headquarters  of  the  United  States  engineer  districts  in  the  Sixth  Civil- 
Service  District  are  located  at  Cincinnati,  Ohio  (two  districts);  Cleveland,  Ohio; 
Lonisville,  Kentucky. 

EIDnCATIONAI.  EXAMINATIONS. 

89.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenog- 
rapher, typewriter,  copyist  draftsman  and  mechanical  apprentice  draftsman,  and 
Bobclerical  positions,  including  elevator  conductor,  messenger,  messenger  boy,  skilled 
laborer,  and  watchman,  are  filled  by  certification  of  eligibles  by  the  secretary  of  the 
Sixth  Civil-Service  District,  at  Cincinnati,  Ohio.  Of  these  positions,  those  of  the 
clerical  and  subclerical  grades,  except  elevator  conductor  and  messenger  boy,  are 
filled  from  roisters  resulting  from  the  first  and  third  grade  examinations  described 
on  pages  7  and  8  of  this  publication.  Information  concerning  the  stenographer  and 
typewriter,  elevator-conductor,  and  messenger-boy  examinations  will  be  found  on 
pages  14, 16,  and  17.    Examinations  for  copyist  draftsman,  mechanical  apprentice 
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draitstufln,  and  bookkeeper  will  be  beld  only  when  eli^bles  are  needed,  due 
announcement  of  which  will  be  made. 

90.  EsominatioDS  for  otiier  pngitions  which  require  mental  teste  are  announced  by 
the  Civil  Service  Commission  at  Washington  as  the  needs  of  the  service  demand. 
Doe  notice  of  such  esaminatione  is  given  in  the  pubUo  preee. 

noneducationaij  examinations. 

91.  This  class  includes  mechanical  trades  and  similar  positions.  Vacancies  in  such 
positions  are  filled  from  roisters  established  by  the  local  boards  of  examiners  for  the 
Engineer  Department  at  Large,  under  the  supervision  of  the  district  secretary. 

92.  Separate  local  roisters  are  maintained  for  the  headquarters  of  each  engineer 
district.  Where  employees  are  needed  in  connection  with  engineering  work  at  points 
outside  the  immediate  vicinity  of  the  headquarters  of  the  district,  separate  registers 
are  miuntained  for  such  positions  as  the  service  may  need.  Registers  shovf  the 
particular  branch  of  the  mechanical  trade  in  which  the  eligible  may  be  experienced, 
and  selection  may  be  made  of  the  highest  three  eligiblea  who  have  had  experience 
in  that  particular  branch  of  the  trade.  Forinstance,  the  carpenter  rc^^gterm&y  con- 
tain the  namee  of  stair  builders,  ship  carpenters,  bridge  carpenters,  et«. 
are  established  quarterly,  or  more  frequently  if  the  needs  of  the  service  require. 

93.  Application  and  examination  form  1800  is  required  and  may  be  obtained  at 
any  time  from  the  secretary  of  the  Sixth  Civil-Service  District,  Cincinnati,  Ohio,  or 
from  the  secretary  of  the  local  engineer  board  at  any  of  the  places  named  in  sec- 
tion 88.  Applications  should  be  filed  with  the  secretary  of  the  local  engineer  board 
at  the  headquarters  of  the  engineer  district  in  which  employment  is  desired. 

94.  An  eligible  in  any  engineer  district  may  have  his  name  entered  upon  the 
appropriate  register  for  any  other  districts,  for  a  period  not  to  exceed  one  year  from 
the  date  of  his  report  of  eligibility,  upon  the  presentation  of  said  report  to  the  secre- 
taries of  the  local  boards  of  examiners  in  the  districts  in  which  employment  is  dcdred. 
with  a  written  request  for  such  action. 

95.  Vacancies  occurring  in  the  Eniiiineer  Department  at  Large  in  noneducatlonal 
podtions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  additional  information  concemii^  noneducational  positions,  see  p.  17.J 

CLERIC-AX,  MINOR  CLERICAL,  AND  SUBCLERICAL  POSI- 
TIONS IN  FIELD  SERVICES  OTHER  THAN  THOSE 
HEREINBEFORE  CONSIDERED. 

96.  Clerical,  minor  clerical,  and  subclericat  positions  in  field  branches  of  the  Immi- 
gration, Steamboat-Inspection,  Lighthouse,  and  Marine-Hospital  Services;  pension 
agencies;  the  stomped -envelope  agency  at  Dayton,  Ohio;  Bureau  of  Fisheries, 
Bureau  of  Animal  Industry,  and  Weather  Bureau  stations,  and  other  field  branches, 
are  filled  by  ceriification  from  appropriato  registem  resulting  from  eiaminationa 
for  these  grades  as  described  in  sections  27  to  49,  inclusive, 

STENOGRAPHER  AND  TYPEWRITER. 

97.  App1icati<H>B  for  the  stenographer,  the  typewriter,  and  the  combined  stenog- 
t^pher  and  typewriter  examinations  for  employment  in  the  Field  Service  (Indiana, 
Kentucky,  and  Ohio)  may  be  filed  at  any  time  with  the  district  secretary  at 
Cincinnati,  Ohio.    Applications  will   be  accepted  from  both  men  and  wom^L 
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for  the  Field  Service  will  be  held  annually  on  the  fourth  Tuesday  ot 

Febnuwy  {eicept  in  1912) ,  and  oftener  when  necessary,  at  the  following-named  places: 


Indiana: 

Kentucky: 

Ohio: 

Blootnington. 

Ashland. 

Canton. 

Evansville. 

Bowling  Green. 

ChiUicothe. 

Fort  Wayne. 

Cincinnati. 

Lexington. 

Cleveland. 

Lafayette. 

LouiBville. 

Columbus. 

New  Albany. 

Dayton. 

Bichmond. 

Paducah. 

Iron  ton. 

South  Bend. 

Lima. 

Terra  Haute. 

Mansfield. 

Marietta. 

Sandusky. 

Steubenville 

Toledo. 

YonngBtown 

Zanesville. 

Esaminations  may  also  be  held  st  other  places  if  the  necda  of  the  service  require. 
In  1912,  examinations  will  be  held  on  the  fourth  Tuesday  of  January,  instead  of 
February. 

98.  The  age  lim^t  for  these  examinations  for  the  Field  Service  is  18  years  or  over 
on  the  date  ot  the  examination. 

99.  Pereone  desiring  to  take  an  examination  should  write  to  the  district  secretary 
for  application  Form  1371  and  Fonn  1424.  The  latter  form,  in  addition  to  fnlt 
information  concerning  the  scope  of  the  examination  and  the  requirements  for  the 
Field  Service,  contains  complete  infrtructiona  relating  to  Uke  examinations  for  the 
Departmental  Service  at  Washington,  D.  C.,  the  Philippine  Service,  and  the  Isth- 
mian Canal  Service.  If  he  so  desires,  a  person  may  take  a  separata  examination  for 
any  or  all  of  these  services  in  addition  to  that  for  the  Field  Service,  but  if  bis 
name  is  borne  on  more  than  one  register  appuintment  to  any  eervice  will  operate  to 
cancel  his  eligibility  for  all  services.  Applications  for  the  Departmental,  Isthmian 
Canal,  and  Philippine  Services  may  be  filed  at  any  time  with  the  United  States 
Civil  Service  Commission,  Washington,  D.  G.  Applications  of  women  will  not  be 
accepted  for  the  Isthmian  Canal  and  Philippine  Services. 

100.  A  person  whose  name  is  on  the  register  for  field  positions  may  have  his  name 
transferred  to  the  register  for  positions  In  Washington,  D.  C.,  in  the  Philippine 
Service,  or  in  the  Isthmian  Canal  Service,  or  vice  versa,  at  any  time  within  the 
period  of  eligibility  if  there  ia  reaeon  for  such  transfer  which  is  satisfactory  to  the 
Commission,  and  the  person  has  complied  with  the  requirements  of  the  eervice  to 
which  transfer  of  eligibility  is  desired. 

101.  In  filling  vacancies  in  field  positions,  certification  to  the  various  branches  of 
the  service  will  be  made  in  accordance  with  the  regulations  shown  on  page  19. 

102.  An  order  issued  by  the  War  Department  requires  of  all  appointeee  to  field 
branches  of  that  department  willingness  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  if  neceesary.  It  ia  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  hie  will.  While  serving  in  the  Philippines  employees  are 
^ven  an  increase  of  ^300  per  annum  in  their  pay,  and  they  are  allowed  transporta- 
tion expenses.  Two  years  is  usually  the  duration  of  such  duty.  Applicants  for  ex- 
amination for  the  Field  Service,  therefore,  should  indicate  in  their  applications  their 
willingness  or  unwillingnesa  to  accept  appointment  in  servicee  under  the  War  Depart- 
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mimt  Mid  the  iowmtrnkiitrnthef  an  irltUof  to  mmsfA.  wfafleeoiplorcd  intbe  TJnlted 
HiMUt. 

lOi'l.  TIki  (latDUul  (or  tii«le  ■tenuipspber  sad  tjrjitEwriter  el^jblca  amuUj  it  greater 
thkti  thn  luppljr.  fromotlun  to  th«  lilgher  Krsdes  b  reMoaaUr  rapid  tor  tbtme 
wIkimi  iwrvlrMi  prove  MtUtactor)'. 

DRPUTY  tTNlTBW  STATEN  MARHHAL  AMD  LAW  CLERK- 
MTKNOO  It  API!  KB-TYPE  WRITER,  DEPARTMENT  OP  JU8- 
TK'M. 

1M.  Alt  (hiltml  KUtM  deputy  manhal*,  except  tluMe  employed  m  Held  depntUs 
Ar  wliiwn  cliiff  diitlixi  Kre  to  wrve  procvM,  are  in  the  comptrtitive  claivUed  ««rvl4M. 
Vai'tttii'li<N  It)  thio  jHwitluii  will )»  dlM  u  indicated  In  tbe  folloiring  pangnplu; 

ion,  Viu'Mm'Ipilii  |M>iltlutiN  r«i|iilHnf(  a  knowleilgB of  atenoKTapbr  and  typewriting 
<ir  i)(  lHHikkiH>pitiic  will  b«  flllod  by  inrtlflcatlon  trom  the  stenographer  and  type- 
wrll«r  nr  tli«  hiKikktH>pi>r  niiUtnr  (or  fluid  lervicM  o(  thoee  who  were  examined  in 
Uiii8Ut*<lt)  wlili'h  tliovHi-KiicyeKlxtii,     (K<wMe(«.  97  to  103,  Inclorive,  and  IZla.) 

IIHI,  Ki>r  vni<aii<'li<M  111  piwltliiiiH  which  do  not  require  a  knowledge  o(  atenography 
ami  ly|K<wrllliiK  or  <i(  iKtokktwpIng,  certlAcation  will  be  made  from  the  flrat^iade, 
or  Horliwl,  nvl'X*'!'  <>'  «llirll'l<w  *)">  ""'^  nxamlned  In  the  Htate  in  which  the  vacancy 
t»liili>. 

Ill',  VaiWHi'loa  III  till)  ]HMltlnn  ut  chlti(  olDue  deputy  will  be  filled  in  like  manner, 
iiiilna  ll  U  doli'i'iiiliKxl  !>/  the  iletwrtinent  to  fill  luch  vocanctea  by  promotion  or 
ltiiii-r>>r  .ll  |Hir«iiiii  ntivwiy  In  the  olaaailUxl  iervlce, 

(Kiill  liil»riiiHlliiii  n'lHllvn  lo  the  llrot-gmdii,  or  clerical,  examination,  Including  a 
IM  i>r  )i1h>>i<ii  at  wlilrli  llio  pintmlriMtloii  may  Iw  taken  and  the  date  of  aonuai  examl- 
HhHkii-,  laglvt'iiiniiHWi'T.) 

Iiiiii,  I'^niiiliiHllDiiii  (or  tlin  ihwIHom  uI  law  olnrk-ftenograpber'typewrlter  will 
\m  hxlil  Hilly  wlii-n  ellglhliw  nro  iitwioil. 

MliHVATOU  CONDITCTOR. 
IIW.  Tim  |hmIiI<iii  iif  t>1i>vNli>r  (tiiidixlor  In  Federal  hulldlngi  li  filled  by  ezamlna- 

fl <.ih-iiiilii|i  III  ilii>.4lii<<»ll<iiml  t>iil)J«i'ta of  tlia  tlilrd-Kra<le  examination  aa  ehown 

(Ml  |miti>  111),  nllli  N  Wflulitof  M)  ]H>r  mit,  ami  tralnbiK,  exixtrlence,  and  fltneai,  60 
piif  i^'iit 

liHi.  Till'  mini iw>  llmll  riir  (IiIm  ••^alllllmtl<lll  In  Myeanj  there  la  no  maximum 

MU>'  Knill, 

IKI,   Ap|illi<i>ll.iiniii.Ui.iii»lmillim  l»riii  l(«iH>  U  it><|iilml. 

III.  A  ppllimiilH  fill  llilNi'iiHiiiliiMtliiTiiiiiiHtlHiHhIii-biHlliiil  and  phyalcally  capable  of 
|H<iriiimlni|iiiaiiiiHl  IttU'r. 

I  lU  III  wiliiit  ilin  itlPiiiiiiil  •>(  "(>ii|i><rlom<n"  i^rtMIt  will  be  given  tor  actual  expert* 
oiii'o  M  nluvNliir  iiinihii'tm',  i<ltii'ii'li>  molnrmHii,  nr  oWtrlu  t'laiieman,  and  appUcanta 
Willi  bnvn  mil  liiul  hI  hiiit  nU  immlliaof  iim<li  ex|wrli<iii'K  will  iiutbea<lmlttedto  the 
tiiiiiiiliiNil.iii,  KHnNpiilliwHl  lina  liml  oiiI.vhU  ininitlia'  nxiierlenoe,  that  experience 
tiiii-t  liHvniHHiiiiiHiiinl  wlllilii  llm  Iwiilvn  iiioiitliN  Jimt  prior  ti>  the  date  of  applioa- 
tl'iii.  ApplliwiiU  miiNl  (iilly  Imtliiiln  In  ilmir  H|iptli>H(lt>ni  tliti  kind  of  elevatun, 
anil  wlinihnr  |iHMHiiiimr  i>r  fivlohl,  ii|iim  whii'li  llipy  Intve  lieon  trniployed,  aa  well  aa 
tite  loiiKih  III  llitilr  t<ii|H<i'l(im<ti. 

lia  Thla  t-NNiiiliiatJoii  will  liK  hold  Hilly  wlioii  tillulhlm  tmi  noMled,  and  will  be 
duly  a»ii«nii««Hl  In  Iho  inilill.i  priwi, 

MUlNNiaNtmit  HOY. 

in,  Exaiutnalhmi  (or  (IIIIiik  vt>.<«ncU  In  ll.U  |k<*Ii1>i»  »rt>  held  In  the  city  In 

needed.    The  exawlnaUon  will  iHiiiilit  of  lli«  ihlftl-gTiKlti,  or  aubohrltal,  aubjeoti 
[Otb  Dlat,] 
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(aw  ftge  36),  with  the  ttzoqitkia  vt  tba  mbject  ol  mining,  exponUK^  and  fitnesB, 
Mohol  thttfivttsal^ectahwriiigkTfligfatof  SOporemt.  Wbm  timminatione  «re  to 
b«  held,  •nuMuncoBient  iamade  in  the  pablic  pien. 

lis.  Tbe  laiiiim'^'"  and  '^-'"'"■"  age  limits  for  tlue  axamiuatioii  an  16  and  18 
ywis,  n^ectiT^jr.    (See  aec  30.) 

11&  A^UcatioD  tana  iSTi  is  leqnirad. 

FOREST  CLERK,  FOREST  SERTICK. 

117.  Fonet  cterks  an  emplojed  in  the  offioca  of  tbe  Fonat  Strnee  notade  of 
Wtahii^toa,  D.  C.  Men  ofd;  will  be  admitted  to  thia  examinalMO.  The  Htiaimau 
and  maxinom  age  limita  an  1$  and  40  jwta,  icqiectii«lj  (eee  aaca.  9  and  tit). 
ApfiUvstiga  fonn  1371  ia  iei)iuied.  Apfttications  will  not  be  accepted  ira^  poaaiia 
who  have  toheicaloeM  or  other  soioaa  phTWcal  defccL  Applicants  nnaet  show  in 
th«ir  ^iptkstiooa  that  tberhanhadatlenat  one  peat's  actoal  expontnc*  in  doical 
work  in  a  boBinwa  office. 

lis.  ThesabjCL-tsof  tbeexaminatioaand  wet^taof  eutQeclBoaaaislaof  lOOan: 
Sp«lliB|t  5;  arithmetic,  10;  peiimanfihip,  3;  report  writiBg,  10  (»U  first  gnde,  aee  p. 
a2);ateao){Taphy,25;  copjinf  from roa|^ draft  iljpe*iilaiie>,15;c<^7iBgfranpfaan 
copy  itype«riting),10;  etemei^  of  bootteepine;  SIX  Sercn  and  oM^baU  boms  will 
be  aLli>w«d  for  the  examination. 

119^  la  Uea  of  a  dictatioa  in  stiiMiynphv,  cootpetitan  will  be  fnniiiAwd  a  piintod 
exerdae  whk-fa  thej  will  be  Rqoind  to  write  in  Btenogiapluc  notes,  n*  ezeniw 
will  contain  S30  words.  If  the  nota  ate  writtm  in  thiee  uboIbb,  100  per  cent  in 
B|>««d«tll  Iwgiwn;  fuor  minatea,  W  percent;  fiir  minntoi.  til)  prr  rmt;  -ar  minntw^ 
70  percent;  avtvn  minat«^  60  per  <wUi  eijcht  minotee^  50  par  cebL  If  the  writing 
of  the  notm  is  nut  completed  in  eight  niinnteB  the  printed  exeidae  will  he  taken  np 
and  proporttooate  dedoetioa  wiU  be  maile  for  tbe  part  owitted  in  the  tEaoaoipt. 
This  exwctae  will  be  rated  on  the  ^eed  with  which  the  notaa  win  wiUta  and  the 
•cc«ncj  of  the  tnnecript 

1:%  Tbe  foiwt  cl«rfc  examination  wiU  be  held  »  &«i«entlT  w  the  needi  of  the 
s«rrii.-«  t«(iau«.    Appliistioa  blanks  mar  be  aemed  b 
taa^  b«  dlvii  with  him  at  anjr  time.    Whoa  the  ei 
aoaa  haring  appticatjooa  on  die  wilt  be  notided  wfa«a  and  where  to  appenr  br 

ISl.  In  filling  TaeancMB  in  tb^  position  prefc?tea««  will  be  ptvn  to  persons 
a¥iininiiil  in  the  locnlity' »  wbiirh  tbe  Tacaner  exeta.  In  case  the  legister  for  anj 
kcnlitj  beoNMS  exhnaated  ivaoit  mnr  be  had  >»  the  ii^iilu  fi>r  another  KxalitT  if 
it  <aMsbH  th*  annw*  of  ehgiblm  ataltiMe  f>#  tbe  puatkn  none. 

TEXiEPBOXE  OPERATOR  A2a>  BOOKKEEPER. 

l:ila.  &iam£tsUtODS  br  tb^  po«)Ck>i»  of  ti^pht.'a«  of!«f>ior  and  boukkwper  will 
b»be)d  tetr  wh^n  ^ligtbks  are  xwdvd  and  will  be  dulr  anno«mced.  Appiicacoa 
fUntw  '•ill  not  I*  dfetribntvd  a;:^  aff>U>.iiti<<Dd  w:l!  not  Iv  nn-viTvd  ii=nl  joch  an- 
no»nf«m'nt  i»  mnde. 

XONEDrCATIOXAI.  EXAMIKATIOXS. 

1±^  Th» rimt  ind»des  »t»Bui»t»w? kw tbe  mnhnniral  trm«e  wmd amilHr  pos- 
tioa»  whkk  do  Krf  lequiK  a  mental  wA.  TlMifepdncocii  in  ib«C«!tkMiJuiS«Tu.-e, 
A*  tjaaMMMaaMr's  IVpnitmcnt  at  Lw^e^  cb«  E^cineer  1>.  garrjmaix  M  Luge.  a::d 
othvrbeaaifkKof  theserrive  hme  SNA  pc^'wiandwAfrdxtivt  sTstem.   ^veaecf  . 

121.  » j^»>jjt»»a  nfrmt^  i»at^.j».  «■»  bifui  hucd  OS  tiainii^  expetMwe.  and  naa^ 
aad  ph^skal  abihtr.    Tte  i«lat)<>«  wc^B  of  tiMM  «ab<ee«  on  a  Male  of  I0I>  are: 
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Physical  ability,  40;  training,  experieni'e,  and  fitness,  60.  The  informatiou  on  wUch 
the  ratings  are  based  most  be  furnished  by  the  applicant  in  the  application  blank. 
Care  should  be  taken  to  furnish  accunte  and  complete  information  in  onler  that  a 
snffident  basis  may  be  bad  lor  rating  the  pftpeni.  Each  qneetion  in  the  application 
and  vouchers  must  be  folly  answered.  All  statements  relative  to  training,  experi- 
ence, and  fitness  are  subject  to  verification. 

124.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Physical  abiutt. — An  applicant  without  apparent  physical  disqualification 
is  rated  at  9S  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  posilion  for  which  application  ia  made,  proportionate  deduction  will  be  made 
from  98  according  to  the  nature  of  tbe  defect  or  disqualification. 

(b)  Trainiko,  bxpkbibnck,  and  Fm'Be8.--This  subject  will  be  rated  npon  the 
statements  made  by  the  applicant  in  his  application,  as  corroborated  by  bis  vouchers 
and  reterencee.  Coouderation  will  be  given  to  the  date,  length,  quality,  and  char- 
acter of  tbe  experience  shown,  and  special  consideration  will  be  gjven  experience 
which  is  continuous  and  recent. 

125.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for 
snch  additional  evidence  of  qualifications  or  capadty  as  it  may  deem  necessary,  but 
no  recommendations  other  than  ttioee  called  for  by  the  Commissiou  will  be  considered. 

126.  All  competitors  rated  at  TO  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  re^ster  according  to  their  ratings;  bnt  the  names  of 
pereone  preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more  are  placed 
above  those  of  persona  who  have  not  been  allowed  such  preference. 

127.  When  such  examinations  (noneducationol)  are  ^ven,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  but  to  file  fully  executed  applica- 
tions on  the  form  prescribed,  with  the  secretary  of  the  civil-service  district  in  which 
employment  is  desired,  unless  otherwise  specified. 

12S.  For  farther  information  relative  to  noneducational  positions,  see- 
Custodian  Service,  page  11. 
Qnartermoster's  Department  at  Large,  page  12. 
Engineer  Department  at  Large,  page  13. 

The  district  secretary  or  the  Civil  Service  Commission  at  Washington  will  furnish 
information  concerning  noneducational  poaitiooe  not  covered  by  this  pamphlet. 

UNSKILIiED  LABORER. 

129.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  gov- 
eming  the  employment  of  laborers  in  the  Federal  service,  positions  of  this  charactw 
are  filled  by  r^etration  of  eligiblea  after  a  physical  teat.  The  dutiefl  of  men  are 
those  of  common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its 
equivalent. 

130.  Labor  regulations  are  in  force  in  the  Sixth  Civil-Service  District,  in  tbe 
following-named  cities: 


Ohio: 

Indiana: 

Kentucky: 

Indianapolis. 

Covington 

Cleveland. 

Lonisville. 

Columbus. 

Toledo. 

131.  The  minimum  and  maximum  age  limits  for  this  position  ore  20  and  60  yeara, 
reqfectively.  (Bee  sec.  20.)  The  age  limits  are  waived,  however,  in  tbe  cases  of 
honorably  discharged  veterans  of  the  Civil  War  and  persons  honorably  discharged 
from  the  United  States  military  or  naval  service  by  reason  of  disability  resulting 
from  wounds  received  or  sickness  incurred  in  the  line  of  duty. 
(Sth  Diat.) 


:vGoo<^Ic 


19 

132.  Theee  exuoinationB  will  be  held  only  wbeo  the  aaeda  of  the  serrice  require 
And  will  be  duly  uinounced  in  the  pnblic  prase.  Applications  will  not  be  accepted 
anUl  after  the  examination  has  been  announced.  AppUcation  blanks  may  be 
obtained  from  the  boards  of  labor  employment  at  the  post  offices  in  the  dtiee  for 
which  azaminaticHiH  have  been  anooanced. 

ISS.  For  information  cODceming  tfais  position  in  cities  where  labor  r^ntationB  are 
not  in  forae,  inqnirr  abootd  be  made  ot  the  official  in  cba^e  of  the  office  where 
raaployment  ia  deored. 

CERTIFICATION  AND  EXJOIBIUTY'. 

134.  Alter  the  papers  of  an  examination  bave  been  rated  the  names  of  the  eligiblea 
are  entered  on  the  reg^ater  in  the  order  of  the  averages  attained.  An  average  p^^ 
emtige  of  not  len  than  TO  ia  requited  in  order  to  become  eligible  for  appointment, 
exc^it  in  the  rinm  of  persons  honorably  discharged  from  the  United  States  roititarj 
or  naval  service  for  duabOilji  ineuntd  in  Ike  line  of  duly.  The  names  ot  each  peisoos 
wboae  claims  for  preferanoe  have  been  allowed  by  the  Cicil  Service  Ckonminou  and 
who  attain  an  avenge  pwrontige  of  not  km  than  65  will  be  placed  at  the  head  of  tbe 
etigiUe  register. 

135.  Separate  registen  are  establiahed  for  moi  and  mmok,  and  owtiGcation  is 
mnde  according  to  the  t^qaiaition  of  the  nominating  officer. 

136.  The  period  <^  eligibility  is  one  vear  from  tbe  date  ot  entering  tbe  name  <m 
Um  tegistar,  but  tbe  entire  register  may  be  extended  for  a  further  period  i^  in  tbe 
judgment  of  (be  Commission,  tbe  needs  of  the  service  ao  teqalie. 

137.  The  hif^Mst  three  names  on  tbe  Bn>ropriate  register  are  certified  fur  eadi 
Tacan^.  An  eligible,  onleae  sotmer  selected  for  s^prantment,  will  be  entitled  to 
tlu«a  ceftificatkm  for  appmntmmt  to  cacb  nominaling  <»■  ^^winting  officer  in  each 
service  for  which  be  may  be  eligible  for  i^pouitniait.  An  eligible  will  not  be  cer^ 
tifiad  for  filling  a  v»cancy  in  a  poaitioD  paving  an  entrance  salary  low^  than  that 
named  1^  him  in  bis  aiqilicatiou  or  examination  papeie.  AppcMntment  to  a  position 
in  any  swioe  will  operate  to  r«nov«  the  eligiUe's  name  from  all  legiEtiNS  of  the 
gtnde  fram  which  the  aalection  was  mad^  and  friHn  tcgutefa  of  low^  grades. 
Appointments  may  be  made  from  a  tuf^to^frade  legiatH'  faw  filling  vacanasa  in  a 
lower -grade  position. 

138.  For  filling  vacancies  in  tbe  IntKnal-Revmiie  Service  certification  win  be  made 
of  the  namca  of  eligibtes  who  wei«  examined  in  tbe  inteinal4«v«aiae  dUatrict  in 
vluclt  tho  vacanr  V  oecnre. 

139.  For  filling  VAcandca  in  tbe  Cnstoms  Service  ceitifiatiaa  win  be  umde  of 
tbenamcBof  IhedigiblesexamiiMdat  theport  at  which  the  vacancy  exiata^  except 
iriwie  examinatinna  an  bdd  also  at  snbporte  for  the  convenience  of  applkanl^  Ifaa 
hijihiMl  eligiUea  will  be  nitified  of  those  examined  at  tbe  port  and  atsidifMirtB. 

IMX  PorttwpoatMnsof i-lerk,andGBrriHforcitfdeliverT,inpaEtofficee,aa^«nte 
npater  is  eatobUshed  for  encb  daavded  poet  office,  containing  tbe  names  of  eb^blea 
•xuained  for  aacfa  offic«.  For  certain  buge  poet  offices  aefaiate  male  clerk  and  cv^ 
riM-  Rg»!«eie  are  eeOtblisfaedi,  while  for  all  Otfter  offices  in  which  both  (4erta  and 
city  camera  are  em  ploTed  tbe  names  of  male  eligiblea  aiv  entend  on  both  the  dark 
and  Mirier  repalera. 

141.  Ia  suing  tacancMB  in  tbe  p(«(ioooteaoe  depotjrrnited  States  naaniialeer- 
tiScUion  will  be  made  of  tb^  names  of  eligibles  who  were  examined  ia  tbe  State  in 
wUck  th«  vaeancr  existK 

Itt.  In  filling  vacanciaBia  tbepontka  of  forest  derk  iniheF<weetSwice,p(4kr- 
enoa  will  be  gtven  to  pereons  examined  in  tite  locabiy  in  whicb  tbe  vaiwiMT-  einta. 
In  taae  tbe  igtirttr  for  anr  lovatity  bwtwnee  exbw^nl  iSBort  may  be  bad  to  tbe 
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register  for  imother  locality  if  it  contaluB  the  namea  of  eligible^  available  for  the  posi- 
tion vacant 

143.  In  making  certification  for  fillii^  vacandeB  in  the  positioDs  of  etenograpbeT, 
typewriter,  and  Btenc^tapher  and  typewriter  occurring  in  field  serdces  the  regula- 
tione  outlined  in  the  foref^ing  part^raphs  relative  to  methods  of  certiflcatJoo  for 
various  branches  of  the  service  will  apply,  so  far  as  poeeible. 

Each  competitor  in  slenc^rapher  and  tyi)ewriter  examisations  will  be  given  an 
opportunity  at  the  time  of  hia  examination  to  indicate  the  localities  in  which  he  is 
willing  to  accept  appointment.  Transfer  of  eligibility  on  stenographer  and  type- 
writer registers  from  one  civil-service  district  to  another  civil-aervice  district  may  be 
made  with  theapproval  of  the  district  secretaries  concerned,  but  an  eligible  so  trans- 
ferred will  not  be  certified  for  appointment  while  there  are  three  available  eligibles 
who  were  examined  witbin  the  district  in  which  the  vacancy  exists.  A.  person 
whose  name  is  on  the  register  for  field  positions  may  have  his  name  transferred  to 
the  raster  for  positions  in  Washington,  D.  C,  in  the  Philippine  Service,  or  in  the 
Isthmian  Canal  Service,  or  vice  versa,  at  any  time  within  the  period  of  eligibility  if 
there  is  a  reason  for  such  transfer  which  is  satisfactory  to  the  Commission  and  the 
person  has  complied  with  the  requirements  of  the  service  to  which  transfer  of  el^- 
bility  is  desired. 

144.  In  filling  vacancies  in  any  porition  or  service  not  specificallj  mentioned  above, 
ceritfication  will  be  made  of  eligibles  examined  at  the  place  at  which,  or  in  the 
immediate  vicinity  of  which,  the  vacancy  exists. 

145.  In  filling  vacancies  in  noneducational  positions  in  any  service  for  which 
applications  are  filed  with  the  district  secretary,  that  are  in  their  requirements  like 
similar  podtions  in  other  parts  of  the  service,  certification  may  bo  made  from  suit- 
able re^eteie  for  any  part  of  the  service,  under  the  regulations  outlined  in  the 
foregoing  paragraphs  relative  to  methods  of  certification  for  various  branches  of  the 
service;  but  eligibles  living  in  the  dvil-service  district  in  which  the  vacancy  exists 
will  be  given  preference  in  certification  over  eligibles  who  live  in  other  civil-service 
districts.  From  registers  for  which  applications  are  filed  with  local  boards,  certifi- 
cation will  be  made  of  the  highest  qualified  eligibles  on  the  local-board  re^slers. 

146.  Every  appointment  is  made  for  a  probationary  period  ot  six  months,  at  the 
end  of  which  time,  if  the  appointee  is  retained  in  the  service,  such  retention  is 
equivalent  to  his  absolute  appointment.  In  the  Poat-Offlce  Service  the  six  months' 
period  of  probationary  appointment  begins  from  the  date  ot  appointment  as  rt^lar 
clerk  or  carrier,  and  not  from  the  date  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

147.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  ' 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  Manual  may  be  had  by  addresdng  the  United  States  Civil  Service 
Oommisdon,  Waahii^ion,  D.  C,  or  the  district  secretary. 

TECHNICAL    AND    SCIENTIFIC    EXAMINATIONS,   ALL 
SERVICES. 

148.  These  examinations  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  podtions  to  be 
filled.  For  all  of  theae  podtions  eligibles  are  certified  to  vacondes  in  the  Depart- 
ments in  Washington  or  in  the  local  offices  in  the  vicinity  of  their  places  ot  red- 
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dence,  or  elsewhere,  as  in  the  judgment  of  the  (^ril  Service  Gommtssion  may  be 
required  for  tlie  good  of  the  service. 

InformatJon  conceraiiiK  these  esanainatioos  may  be  obtained  from  the  United 
States  Civil  Service  CommiBaion,  Wasiiingtoa,  D.  C.,  or  the  district  secretary. 

RURAL  DEIiZYERT  CARRIER. 

149.  Copies  of  the  regnlationB  and  othernnfonnation  concerning  examinations  for 
this  p<mition  may  be  obtiuned  from  secntariea  of  local  dvil-eervice  boards  and  from 
poBtmast«rs  at  offices  from  which  rural  roQt«e  start,  or  from  the  United  Stat«fl  Civil 
Service  Commission  at  Washington,  D.  C. 

150.  The  minimom  and  maximum  age  limits  for  this  examination  are  17  and  65 
years,  respectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dls- 
cbatged  United  States  sotdiera  and  sailors.     (See  sec.  20. ) 

FOURTH-CLASS  POSTMASTER. 

161.  On  November  30,  1908,  the  President  issued  an  executive  order  pladng 
fburth-claaa  postmasten  in  the  States  of  M^ne,  New  Hampshire,  Vermont,  Maeea- 
chnsetta,  Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio, 
Indiana,  Illinois,  Michigan,  and  Wisconsin  in  the  clasaifled  service.  To  be  eligible 
for  examination,  applicants  for  this  position  are  required  to  be  at  least  21  years  of 
age,  except  that  women  are  eligible  for  examination  at  18  in  States  where  women 
are  declared  by  statute  to  be  of  full  age  for  all  purposes  at  18.  It  is  also  required 
that  an  applicant  must  retnde  within  the  territory  supplied  by  the  poet  office  for 
which  application  is  made,  and  that  he  shall  personally  condoct  the  office  if 
iq>pointed.  Examinations  are  held  only  when  eligibles  are  needed  to  Sll  existing 
or  contemplated  vacancies  in  the  States  named,  and  no  applications  are  received 
until  the  examinations  are  announced.  A  copy  of  the  regulations  govemii^  the 
appointment  of  fourtli-claaa  postmasters  may  be  obtained  from  the  United  States 
C^vll  Service  Commission,  Washington,  D.  C,  upon  reqaesL 
[etu  DM.] 
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DESCRIPTION  OP  EXAMINATIONS. 


Fint«nde.  or  clerical. 
(Time  allowed,  b  Louis.) 

SecoDd-gtade,  or  minor  clerteal. 
(Time    allowed,     Posl-Offloe 
fierrlee,  1  hoars;  other  nerv- 
ica.4iiiouni.) 

(TlmS  allowed.  Ihoiin.)' 
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6.  Copying  and  eorrectiiig 

B.  Coprlng    Irom    plain 

S.  Oopflng    from    pUln 

6.  Qeoeiaphy    and    qmI 
goverament    of    the 

fUn^^d  states  geogra- 

'"'^a'sasf^""' 

iReadlng  addresses ' 

mlnatlon  for  the  Fost-OUce 


■The  subject  of  leading  addrc] 
detrlce;  for  other  serrlces  the  alXLu  iiuuji^b  ■■  umwru  outLvafivjem-eiiy. 
■  All  statements  relative  t«  ttBlolug,  experience,  and  fltnMs  are  subject  to  veiUcatl<m. 
In  the  firel-^crade  examinBtioa  competitors  who  fail  toatUin  a  nting  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  b«  eligible  for  appointment,  apd  the 
remaining  Bubjecta  of  their  esaminatioDB  will  not  be  rated. 
SPECIMEN  QUESTIONS. 

PIBST-ORAnS!  XIXAMINATIONS. 

1.  Spbllino:  Twenty  words  of  more  than  average  difficulty.  2.  AmrHMBTtc: 
Fundamental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accoimts.  3.  Pemkanship:  Rated  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Eepobt  wbitino:  Teat  in  writing  in  letter  form  a  report, 
not  more  than  200  words  in  length,  summarizing  and  arranging  in  logical  orderaaeries 
of  facts  included  in  a  given  statement  of  400  to  50O  words.  B,  Copyiho  and  oor- 
BBCTiNO  hahdhcrift:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misapelled  words,  errors  in  syntax,  etc     6.  Gbog- 

KAPHY  AND  CIVIL  OOVBBNHEHT  OP  THE  UNITED  StATBS. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  these  eubjects: 

First  Subject— Spemng.— Spelling  ie  dictated  by  the  examiner.  The  words  are  written  by  the 
competitor  Ic  the  blank  spaces  indicated  on  the  fliEt  sheet  of  the  examlnatloii.  All  words  should  be 
commenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gJveeltsclefliiltloD.  The 
competitor  is  required  to  write  only  the  word  and  not  its  definition. 

(ViBdn-.-  Alongrotmd  body.  Promliiory:  Containing  a  promise;  as,  a  proroisBory  note.  EuenUal: 
Hecessaryorlndlapensable.  DiteemO^:  Apparent  or  visible.  Opporlunf^.-  ABtorcoavenientttme. 
Deeelliui:  False  or  tricky.  D^ervnee;  Respect  or  regard.  Jtisertton;  TheactolpUclnginias,UielnBer- 
lon  of  an  advertisement.  J^UeffOale:  Tomakeeae;;  as,tofactlltate  buslnesB.  Sdieneclady:  Arityottht 
United  eialea.  jli^aceirf;  Lyingnearorboiderlngoo.  Souiwntr.- A  token  of  remembrance.  Omteding: 
YieIdiDgorgiringup;Bs,concedlngapolnt.  lAneagc  Line  of  descent  or  ancestry;  as,ofrDyallincage. 
ZMeterioua.'  Harmful  or  injurious;  as,  deleterious  Ui  health.  Boritoniai;  On  a  level.  Pairlmony:  An 
estate  inheriledfrom  one's  father.  Certiflcalt:  A  written  lestimoiiy;  as,  a  marriage  cerUflcate.  £acr- 
voir;  A  place  of  storage;  as.  a  water  reservoir.    Privilege;  A  right;  as,  the  privilege  o(  voUng. 

Second  Subject— Aifthmetlc— In  solving  pmblems  the  procenes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  in  fnll.  The  answer  to  each 
problem  ehould  be  indicated  by  writing  "  Ans."  after  it. 

1.  This  question  comprises  a  test  In  adding  numbers  crosswise  and^ lengthwise.  There  are  nioally 
three  columns  of  about  twelve  numbers  each  to  be  added.  X.  Divide  47)V  by  Tj,  multiply  the  quotient 
by  H.  and  to  the  product  add  0,0907  of  S14.8.  3.  A  fatlier  invested  a  sufflcient  sum  of  money  in  Uasaa- 
chnsetts  fives  at  9T1,  brokerage  ]  per  cent,  to  give  his  son  an  annual  income  of  11,200.  What  was  the 
snmlnvestedf  i.  The  appropriation  tor  the  Civil  Service  Commission  for  the  flacal  year  ended  Jnne 
SO,  ISVI,  was  |3S,340.  During  that  year  50.000  persons  were  examined.  If  Si  per  cent  of  this  number 
blled  to  pass,  and  1T1  per  cent  of  those  who  passed  were  appointed,  what  was  the  average  cost  to  the 
Qovemment  of  each  appointment?  0,  On  April  l,  IMM,  Amos  Ward  owed  Qtaves  A  Coon  188.90  On 
account,  April  1  he  sold  them  6S  barrels  potatoes  at  S2. 75  per  barrel.  April  She  gave  tbemadiaft 
npon  San  Francisco  for  |1,B£0,  which  they  accepted  at  )  per  cent  discount.  April  9  tbey  sold  Watd 
S04  bushels  com  at  341  cents  per  bushel.  April  16  they  bougbl  of  him  2,960  feet  lumber  at  tl.SS  per 
hundred  feet.  ApillI9  tbey  sold  bim34(  dozen  chairs  at  «D  Cenla  each.  Aprli  21  Ward  boogbt  Of 
them  1,!«0  eggs  at  14  cents  per  dozen.  April  28  be  gave  Uiem  a  note  for  tl,S30,  due  In  sixty. 
days.  April  29  he  bought  of  them  2.980  pounds  hay  at  (15  a  ton.  Make  an  llemlied  statement  of  the 
IBthDiM.]  I,;  ,-  fi,  v_ii,ii,rvii^ 


above  ■ooonnt  u  II  Bhonld  appear  taken  from  tbe  books  of  Ward:  make  a  proper  beading;  close  the 
aocounl;  and  bring  down  tbe  balance  u  it  ehould  have  appeared  He;  1.  IWH. 

TUid  anbleet— PMimBtHhlpi— The  nting  00  penmaiiBhlp  will  be  deKimlned  by  l^lbllltf 
rapidity,  beatnein,  and  general  appearabce,  and  b7  conectneaa  and  uniformity  In  the  formatloQ  of 
words.  letl«n,  and  punctuation  marks  In  the  exercise  of  tbe  lourlh  subject— report  writing.  No  pai^ 
tlcular  style  of  penmanehip  la  preferred. 

FoDitli  Subject— Baport  WiHtng.— In  this  eierelse  tbe  competitor  Is  given  a  loose  statement  ot 
tBC(s,40Dto&0()  words  In  leogth,  which  he  Is  to  Bummarlie  and  arrange  Into  a  logical  and  complete 
report  In  the  form  of  a  letter  of  not  more  than  200  words. 

This  eierclBC  Is  designed  to  test  tbe  competitor's  knowledge  of  simple  English  composition  and  his 
general  intelligence.  lu  rating  the  report,  its  errora  of  form  and  address,  spelliog,  capitalfisatton, 
punctuation,  synFai,  and  style,  and  the  anaogemeat,  conciseness,  and  completeness  of  the  leport 
are  considered. 

nftbSabJaet— Copytng  and  CMrecHnKHBiiawtlpt^-Spelllng,  use  ot  capitals,  and  all  OS 
and  mistakes  will  be  taken  into  consideration  in  rating  tbls  subject. 

DirKiiimt  to  Uie  eongwKfaH-.— Write  a  eorrtded  copy  of  the  manuscript  accompanying.  Corre 
erroB  In  syntax,  spelling,  pnnctuatlon,  and  capitalization;  write  In  full  abbrevisted  words,  et 
Indicated.  Do  not  paraphrase  the  language  of  tbe  copy,  ot  insert,  omit,  oi  modify  words,  p' 
or  punetuallon  marka,  except  as  may  be  necessary  to  correct  errors. 
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Stxtb  Bublect— Oeo^rapby  and  Civil  OovenunentoItlieUiiltea  Statao.— Ques- 
tions l,  2,  and  3  of  this  BubjHctftre  on  geogiBphyoI  the  United  Blatea  and  are  alniLar  to  quwtloQa  1,  2, 
and  4  of  Moond-grade  geognplij  be  ahoirn  under  that  mbject.  QueaUonH  4  and  b  are  on  cItII  gov- 
enunentof  the  United  States.    The  following  quesUoiiB  have  been  used: 

4.  (a)  Unw  are  jueQces  of  the  Bapreme  Court  appointed?  (6)  How  many  amendments  have  been 
added  to  the  ConeUtution'ot  the  United  EtalesT  0.  (a)  Nome  two  vayiln  which  ablll  may  becomes 
law  without  the  President's  signature,  (ft)  Name  the  followlnK  offlclals ;  Speaker  of  the  National 
House  of  BepieBentattveB,  Chief  Justice  of  the  United  Stated,  and  Secretary  of  State. 

SECOND-GRADE  EXAMINATION. 

1.  Spelling:  Twenty  words  of  average  difficulty  in  common  use.  2.  Arith- 
MBnc:  Embraces  addition,  subtraction,  maltiplication,  anddivi«ionof  whole  numbers, 
and  common  and  decimal  fractione.  3.  Lbttxb  wBmHo:  Teet  in  the  nse  of  tbe 
English  language  for  bnsinesa  correspondence.  4.  Fbnmanship  :  Marked  on  legi- 
bility, rapidity,  neatnees,  and  general  appearance.  5.  Coptino  prom  plain  copy  : 
An  exact  copy  o£  a  few  printed  lines  in  competJtor'B  handwriting.  6.  GsoaRAPiiY  t 
Questions  retatdng  to  the  boundaries  of  States  and  to  capitals,  largest  cities,  rivers  and 
other  bodies  of  water,  and  the  location  -by  States  of  prominent  citiea. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general 
character  of  these  subjects: 

First  Subject — Spelling.— Spelling  la  dictated  by  the  examiner.  The  vranb  are  wrlnen  by 
the  compeUtor  In  the  blank  spaces  indicated  on  the  Qist  sheet  of  (he  examination.  All  words  sbould 
becommcnced  with  caplt&l  letters.  Tbe  eiamlner  pronounces  each  word  and  glvea  Its  definition. 
The  competitor  is  required  to  write  only  the  word  and  not  Its  definition. 

Oppoaeni:  One  Who  opposes;  aa,  a  political  opponent.  PraideiU:  The  ChlelExecntlveof  the  United 
States.  Oonyueror:  One  who  conquers.  WMenHne:  Healthful;  ss,  wholesome  food,  Adileve:  To 
gnln;  as.  to  ecbiere  success.  TrangtiU;  Quiet  or  peaceful.  Driach:  To  separate  or  remove;  as,  to 
detach  a  leaf  from  a  book,  ft^i^iuitv.' Verycostly.  Secaue:  Death;  as,  apenon'sdecease.  Notkeablt: 
Worthy  of  notice;  as,  a  noticeable  occasion.  SutpMom:  Excttlng  suspicion;  as,  a  euspldons  clreum- 
stance.  Terrace:  A  raised  bank  ot  earth.  JZajitt^.'  Making  a  number  of  quick  blows,  lanffoage: 
The  speech  of  a  people;  as,  the  English  langaage,  Btliedtiie;  Alistorlnventory;  as,  aschedola  of  prices 
IVfng.'  Binding  or  fastening  with  a  cord.  Vulgar:  Low  or  mean.  Coarie:  Away  oitiack;  as,  a  race 
couiBe.   Sotortf;  A  stated  allowance  paid  lor  services.    Chicago:  A  city  in  the  United  States. 

Second  subject— An tluaetlc— In  solving  probJenu  the  prooessea  should  be  not  merely 
Indicated,  but  all  the  figures  necessary  In  solving  each  problem  shonid  be  given  la  full.  The 
answer  to  each  problem  should  be  Indicated  by  writing  "Ans."  after  It, 

1.  Add  the  following,  and  from  the  sum  subtract  32,885,696  (here  will  be  given  a  short  colimin  of 
Sgures],  3.  Multiply  TA  by  S6.S,  and  divide  the  product  by  1.9Z.  Solve  by  decimals.  3.  A  carrier 
can  Bffiort  43  letters  ot  37  papers  In  a  minute.  AC  this  rate,  how  many  hours  will  It  take  him  to  assort 
8.65&  letters  and  13&  pounds  ot  papers,  averaging  7  pai>e[s  to  the  pound?  4.  A  lot  which  was  63  feet 
wide  and~150  feet  long  sold  for  l8,341.Ga,  which  was  one-fourth  more  than  It  cost.  What  was  the  cost 
per  square  foot?  6.  In  a  certain  mall  there  are  ZM  pounds  14  ounces  of  newspapers  weighing  at  the 
rate  of  3[>aperB  to  every  T  ounces.   How  many  papers  are  therein  the  mail?   16  ounces— 1  pound. 

Tnirasubjeot— XietteiWrttlrag.— The  competitor  Is  permitted  'fo  write  on  either  one  of 
two  subjects  given.    The  following  subject  has  been  used: 

Write  a  letter  of  not  less  than  12b  words,  giving  your  views  as  to  the  advantages  derived  from  Ireo 
public  libraries  in  the  principal  cities  of  your  State.  Thlseiercise  isdeslgnedchlefly  lolestthecom- 
petltor'B  skill  in  shnple  English  composition.  In  rating  the  letter,  its  erreis  in  form  and  address.  In 
spelling,  capltaliiation,  punctuation,  syntai.and  style,  and  Its  adherence  to  the  subject,  will  becon- 

FOartli  Bablect— Penjnausblp.— The  rating  on  penmanship  will  be  determined  by  leg!- 

bilily,  rapidity,  neatness,  and  general  appearance,  and  by  correctne«  and  uniformity  In  the  forma- 
tion of  woids,  letten,  and  punctuation  marks  in  the  eieiulse  of  the  subject  of  copying  frem  plain 
copy.   So  particular  style  of  penmanship  Is  prefecred. 

FUtli  Subject — CopylilK  from  Plain  Copy.— N.  B.— Paragiapb,  spell,  capltallJM,  and 
ponctoate  precisely  ss  In  copy.  All  omissions  and  mlatakeH  will  be  taken  into  consideration  in 
raUng  this  subject.. 

Make  an  exact  written  copy  of  the  follovring: 

No  rerommendatlon  of  an  applicant,  competitor,  or  eligible  Involving  any  dlsolosare  of  bis  polit- 
ical or  religloOB  opinions  or  affiliations  shall  be  received,  filed,  or  eamrideied  by  the  Commission,  by 
any  board  of  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
tlona,  or  in  imposing  punishment  for  delinquency  or  misconduct,  penalties  like  in  character  shall 
be  imposed  for  like  oSenses,  and  action  thereupon  shall  be  taken  irrespective  ot  the  political  or 
religious  opinions  or  affiliations  ot  tbe  oHenders.  A  person  holding  a  position  on  the  date  said  poal. 
[6th  Diet.] 


tlon  ia  claolfled  under  the  dTU-serrlce  act  Bball  be  entitled  to  &II  the  rlghtt  and  beneflte  ponessed 

bypeisODaot  the  Bsme  das  or  gnde  appointed  upon  examlnatfoii  under  the  provialaiia  of  ealdact. 

Sbttt  Snbleet— Geiv'BPiV'— t*-  B.— GompelltoTa  ue  cantloiied  not  to  exceed  the  requirement! 

of  the  qnesttoni  In  their  BDEwera.u  the  full  Talae  of  a  point  will  be  chuged  lor  each  Incorrect  point 

1.  Name  Blatea  (or  Tenitorla,  It  KOfi,  M  loUowa;  Two  which  border  Florida  on  the  north;  two 
which  border  Colorado  on  the  north;  two  which  bucder  New  York  on  the  east;  two  which  bonier 
Wlwonaln  on  the  west;  one  which  t>OTdera  Oregon  on  the  north;  one  which  borders  New  Hampeblre 
ontheeaM.  2.  Name:  ThetwolarKatrlienwhlchbordeTonKcntuckr;  thetwolargeat  lakes  which 
header  on  Michigan;  the  two  laigeM  aonndi  on  the  ooaat  of  North  Carolina:  the  two  t>odIea  of  water 
which  the  Niagara  BItct  connecln;  a  river  which  borderfl  on  Nevada;  the  river  on  which  Omaha  Is 
•itnated.  3.  (a)  Name  the  capital  ol  each  of  the  lollowlng-iiamed  States  (or  Territories.  If  any): 
Wuhlngtoi,  Michigan,  Arkansaa.  Uaryland.  ManBchnsella;  (b)  Name  the  meat  populous  city  in  each 
Of  the  following-named  8tates(orTen1torlM,  if  Boy):  Pennsylvania,  Oregon,  Vermont,  Louisiana.  IIU, 
nols.  4.  In  what  SlalB(orTerritorT,U  any)  Is  each  of  thafollowlng-named  prominent cltlealocated: 
Ashevllle,  Trlnlrtad,  Amsterdam,  Flndlay,  Lynchburg,  Bedalla,  Walla  Walla,  Kcene.  Macon,  Superior. 

Stith  Subject  I  Postal  )—BmuUiik  AddRflms.~ThlB  exercise  cooiista  ol  tbe  reading  ol  a  num- 
ber of  writlen  addresaes,  wbtch  are  photolltbographed  on  one  sheet.  A  second  sheet  Is  lurolsbed, 
wblchcontalnsthesame  addressee,  theseaddresseabelngpTtnledaDd  containing  errors  of  omlsdon, 
■nbctttatlon,  or  Insertion.  The  competitor  Is  reqalred  to  Indicate  the  errors  In  each  printed  add  rag 
by  underscoring  with  a  pencil,  thus,  ,  any  portion  of  a  printed  addies  which  Is  not  a  correct 

copy  ot  Ihe  written  oddresa,  and  by  a  caret,  thna,  A,  any  omitted  words.  Hgnras,  or  Initials.  Worda 
abbrevteCed  in  the  written  address,  but  printed  In  fnlllo  Che  printed  address,  are  regarded  as  correct, 
II  the  correct  words  are  printed.  Differences  In  punctuation  or  capltalUatlon  are  not  regarded  as 
errors.    The  time  allowed  will  be  Umlteil,  and  the  rating  wHI  be  determined  on  accuracy  only. 

The  toltowlDg  are  Illustrations  ol  the  method  which  ^ould  be  panned  In  Indicating  errors; 

WRITTEN  ADDRESS—CORRECT. 


FBDITED  ADDRBBB— WITH  ERRORS  NOTED. 


WRITTEN  ADDRESS-CORRECT. 


PRINTED  ADDRESS— WITH 
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THIRD- OH ASB  KXAMUfATIOK. 

1.  Spellino:  Twenty  eimple  words  in  ordinary  use.  3,  AnrmMETic;  Embraces 
addition,  subtraction,  multiplication,  and  division  of  whole  numbers  and  of  United 
States  money.  3.  Lbttbb  writiho;  Test  in  the  use  of  the  English  language  for 
busineea  correepondence.  4,  Penuanship:  Marked  on  legibUity,  rapidity,  neatness, 
and  general  appearance.  S,  Coptino  raou  piuUN  copt:  An  exact  copy  of  a  fev 
printed  lines,  in  competitor's  handwriting.    6.  Expkkibnok. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general  char- 
acter of  these  Bubjecfs: 

First  subjeot— Speuiug.— SpeUlog  Is  dictated  br  tbe  e:i 
c<vi^titor  In  the  blank  spaces  Indicated  on  the  Oist  ahect  of  tl 
nmuaenced  wltli  capital  letters.    The  eiamlner  pronounces  each  word  and  gives  lis  deODlttrai.    Tha 
oompeUtoi  Is  required  to  write  onir  the  word  aod  not  Its  dellnltloD. 

Suear:  A  sweet  subatanoe  made  from  the  juloe  of  the  sugar  caoe.  Pltdgt;  Something  given  as  security, 
QuUer;  Oae  who  has  charge  of  money  In  a  bank.  F^re:  A  mark  lepiesentJng  a  □□mbei.  OaTtytne: 
Conveying  or  transportlog  In  any  way.  BrtaiUh;  The  measure  from  side  to  side,  ahetb  Ttie  amount  of 
papermade  In  one  body  or  piece;  as,  a  sheet  o(  paper.  Eaiiif:  In  an  easy  loanner.  Frontier:  The  border 
or  limits  of  a  country.  PaUenctr  The  state  or  qu^ty  of  being  patient.  Oue$t;  The  sot  of  guessing;  as.  to 
gofaa  at  one's  weight.  ThretO:  The  act  of  threatening;  ss,  to  make  a  threat.  Diamond'  A  preolous  gem. 
VM:  To  go  to  see;  as,  to  visit  a  friend.  Stpair;  To  mend  or  make  over;  as,  to  repair  clothes.  Ptopli; 
The  body  of  persons  composing  a  natlDD;  as,  the  American  people.  Rtquire:  To  be  In  need  of;  as,  to 
require  money,  aitait:  Sott  animal  fat.  Aniwa:  To  reply  to;  as,  to  answer  a  letter.  EMU.-  To  live;  as 
to  exist  In  poverty. 

Seoond  BDbJeot^ArltluneMo In  solving  problems  the  processes  should  be  not  merely  Indi- 
cated, but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  Ml.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ans.'*  after  It. 

1.  (Thin  question  will  consist  of  a  short  column  of  figures  to  be  added.)  a.  Divide  2,W8,SS8  by4,T3X 
S.  UultlplyB,643  by  008,  and  ttwD  subtract  Se,7ie.  4.  A  mercbani,  who  spent  122:,  bought  6S  pounds  s( 
butleratSOeentsperpound,  81  barrelsolapplesatt2.2SperbaiTeI,  and  spent  tbe  remainder  tOrcolfee.  How 
much  did  be  spend  for  oofleet  <(•  During  the  month  of  August  450,000  bushels  of  wheat  were  shipped 
bom  a  certain  port.  Duilag  September  ST.SGO  more  bushels  were  sblpped  than  during  August.  What 
was  the  total  number  of  bushels  shipped  In  the  two  montbsT 

Ttiml  SaI>]eDt— Iietter  Wrltlng.^The  competllor  Is  permitted  to  write  on  either  one  of  two 
subjects  given.    The  tollowlng  subject  bas  been  used : 

Write  a  letter  containing  not  less  than  IDO  words  staling  some  of  the  advantages  now  derlvsd  by  mankind 
Crciathe  art  of  printing.  This  exercise  Is  designed  cbleBy  to  test  tbe  ccmpetltor's  sUll  In  simple  EnlJIsh 
composition.  In  rating  the  letter  Its  errors  la  brm  and  address,  hi  spelling,  csplttdlsatlan,  pnnctnatlML 
syntax,  and  style,  and  Its  adbennce  to  the  subject  will  be  eonddered. 

Foaitb  sutijeot— Peiunai)8hlp.-~The  rathig  on  penmanship  will  be  detefmlned  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  unUnrnlty  In  the  formation  of  word* 
letters,  and  punctuation  marks  In  the  exercise  of  the  fifth  subJect-^ODpylng  from  plain  copy.  No  par* 
ticular  atyte  of  pemnanlhlp  la  preferred. 

FUtn  8n'b]eot--Copylns  from  Plain  Copy.^N.  B.— Paragraph, spell, cqiltalise, aod  pnOD- 
tuate  precisely  as  in  the  copy.    All  omIsilDns  and  ndstakcawUI  be  taken  Into  oinisiderstlon  In  rating  this 

Itdli  an  exact  turlUen  copii  iifthe  fiiiliMelne: 

Tbe  present  postal  policy  Is  to  carry  newspapers  In  some  oases  lie*,  and  In  all  other  cases  at  much  lower 
rates  ol  postage  than  Is  charged  lor  letters;  the  one  being  lor  tbe  public  weal,  while  tbe  other  Is  for  private 
benefit.  If  tbe  telegraph  becomes  a  part  of  tbe  servfce.It  will  still  betbe  duty  of  the  Deputment  to  trans- 
mit telegrams  for  the  press  at  much  lower  rates  tban  lOr  private  Individuals. 


As  Boon  as  practicable  after  an  examination,  tbe  papers  of  the  competitors  are 
rated  and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  <»  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating; 


L  F<*  sadi  trrcs' In  spelling  when  the  ezendsa  conalsCa  of  30  wMds S 

2.  Fra  each  etriM'  In  c^ltalliatlon 1 

S.  Tor  eadi  laltme  to  use  or  Ibr  each  wrong  use  of  the  hyphen  and  lOr  eadi  Improper  division  of  a 

word  Into  a  compoimd  word  whenieqolred  to  be  wrlttsn  Mdid 3 

(6th  Diet.] 
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Fiom  100 

1-  For  each  wnog  pnoen,  ppodudn;  Incnrrect  reaott.  In  proportion  to  Hie  numbs  of  steps  lit 

valnid  and  gnvll;  of  eirai 10  to  IM 

2.  For  dedmal  erroi  and  lor  each  sTuloii  ol  n  dsdmal  or  common  fracUon  tut 2B 

3.  For  oach  nror  In  computation  or  In  copytof  from  the  printed  question  or  from  woA^  ^...^..^  10 

4.  Formliurerrors.iuch as VTODgludlcaUoiiDtacoiTect process, IncorrectorlncoQslBtaDtpuaGta- 

atlon,  Improper  use  of  symbols  otdeslgnaUon,  Improper  or  Incorrect  dedgnatfon  of  a  partial 

or  flnal  result,  etc 6  to   10 

5.  For  fiUluie  to  show  work  as  requli«d  la  solution  ol  problems 2S  lo  711 

In  rating  the  letler,  lis  errors  In  fOim  and  address,  In  spelling,  capll^liatlon,  punctuatloD,  syntax,  and 
style,  and  Its  adbeicnce  to  and  Ijeatment  of  the  subject  given  are  considered,  and  Its  value.  In  the  Jnd^ 
nmnc  ol  the  examiners,  determined  on  a  scale  ol  tOO. 

In  determining  the  rating  lor  letter  writing  it  Is  proper  tor  the  eiamlus  to  be  guided  In  a  general  way  by 
the  following  scheme:  Excellent,  M  to  SO;  good,  90  to  SO;  fair,  §0  to  70;  ordinary,  70  to  60;  poor,  SO  to  H;  very 
pocH-,  SO  to  25;  practically  wartbkes,  25  to  0. 

In  geiters],  in  addition  to  conciseness  and  completeness  ol  the  summary,  the  sanw  elements  will  be  con- 
lidered  bi  rating  this  sub)ect  as  are  considered  bi  rating  letlerwriUng,  and  the  ratings  will  be  determined 
upon  practically  the  sanw  basis. 


Is  rated  according  to  Its  value  on  a  scale  of  100.  In  determining  the  rating,  le^bDIty, 
rapidity, neatness,  and  general  appearance,  as  well  as  correctness  and  imlfbrmlty  In  the  fbrmatlan  of  words, 
letters,  and  punctuation  marts,  are  considered,  and  It  Is  proper  tor  examiners  to  be  guided  In  a  general  way 
by  the  ftilowlng  scheme:  Excellent,  90  to  85;  very  good,  85  to  80;  good,  80  lo  7fi;  ordinary,  7B  to  TO;  poor. 
70  to  OS;  very  poor,  flti  to  60;  b^ow  the  grade  of  "very  poor,"  GO  to  10. 

From  100 
deduct— 

1.  For  each  word  or  Sguie  omitted,  repealed,  substituted,  or  improperly  Inserted S 

2.  Foreach  error  In  spelling,  lor  each  transposition,  tor  each  abbreviation  not  In  the  oopy,  for  each 

failure  to  capitalize  according  to  copy,  for  each  failure  to  punctuate  according  to  copy,  for 
cacb  failure  to  Indent  margin  as  In  copy,  for  each  error  In  paragraphing,  and  for  Irregularity  In 

left-hand  margin B 

S.  For  each  mlsdlvlslon  of  a  word  at  the  end  of  a  line,  tor  cacti  omission  or  Improper  use  of  the 
hyphen  In  dividing  a  word  at  tlie  end  of  a  line,  lor  each  word  altered,  interlined,  or  canceled, 

4.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  cbargis  are  made  In  the  discre- 
tion ol  the  examiners. 

From  100 
deduct — 
1.  For  each  error  In  apelllng(onIy  one  charge  to  be  made  for  tbe  repeated  misspelling  of  tbe  same  word 
In  the  some  manner);  for  each  error  In  syntax  (no  charges  to  be  made  for  consequential  errors}; 
for  each  word  omitted.  Inserted,  or  substituted  which  avoids  a  lest  or  causes  an  essential  change 
In  meaning;  tor  failure  to  write  any  transposition,  Insertion,  or  Inclosure  as  Indicated;  fOr 
restoring  a  word  or  words  canceled  in  the  copy  (only  3  to  be  charged  for  restoring  any  group 
ot  words  canceled  together  In  copy);  for  each  important  word  omitted  from  a  phrase  or  other 
group  of  words 3 

3.  For  making  any  transpcettloa  of  a  word  or  group  of  words  not  Indicated;  lor  each  abbrerlatlon; 

tor  Irregularity  In  left-hand  margin  (In  each  of  tbe  ttiree  cases  Indicated  oooordlog  to  gravity 

of  error) 1  to  I 

3.  For  writing  part  of  the  exercise  and  then  commendog  again;  fOr  signing  name S 

4.  Foreach  change  In  tense  or  numlwc  which  does  not  result  In  an  error  of  syntax  or  radical  change  in 

meaning  (only  one  charge  U>  be  made  for  a  consistent  sequence  of  changes);  for  each  word 
omitted,  Inserted,  substltuled,  or  repeated  which  does  not  avoid  a  test  or  cause  an  essential 
change  In  meaning;  lot  each  error  in  capltalliaUon,  punctuation.  Indentation,  paragraphing, 
IK  ta  dlvlsioD  of  words;  tor  each  omission  of  the  hyphen  or  for  placing  It  at  the  b^^inaing  ol 
the  line  Instead  of  at  the  end  of  the  preceding  line  [total  charges  bi  either  case  not  to  exceed  f>); 
(or  stenographic  periods  (only  one  cliarge  in  exercise);  for  each  blot,  each  word  interlined  or 
canceled,  each  alteration  or  erasure  11  not  neat  (not  more  than  5  to  be  diarged  fOr  any  one 
interllikeatlon,  cancellation,  alteration,  or  erasure);  tor  omitting  an  unimportant  word  from 

phrases  or  other  groups  ot  words;  for  the  omission  or  insertion  of  a  stroke  in  a  letter 1 

.   B.  For  paraphra^g  the  language  of  the  tcxt,acoordlng  to  gravity  ol  error E  to  100 

lethDIit.] 


In  rating  ttils  subject  eacli  answe 


rs  accordiiig  to  its  value  o 


When  the  questloa  requires  In  ttie  answer  a  specl&ed  numbei  ot  States,  countries,  cities,  riven,  or  bodies 
alwBleis,  ete.,aud  tlie  answer  c4iiMliis  a  greater  numlKtthui  is  required  by  the  question,  each  incorrect 
part  or  point  sliall  be  charged  the  T^ue  of  a  required  part. 


Tlie  rating  on  tliia  subject  Is  lOr  accuracy  raJy.  A  ctiarge  or  2  Is  made  For  each  error  or  on 
the  errors  on  the  printed  sheet  when  compared  with  the  correct  written  addresses  given, 
between  the  sum  ol  tlie  enoia  thus  tound  and  100  Is  the  rating  oa  tliis  subject. 


Wiien  tile  question  requires  In 
Includea  a  greater  QUmlier,  each  1 

By  order  of  the  Commia 
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Persona  deeiring  to  be  examined  for  any  of  the  positions  referred  U>  in  ttiis  pani' 
phlet  should  first  read  carefully  the  instructions  contained  In  the  pamphlet    If  an 
examination  is  to  be  held,  the  blank  form  below  should  be  torn  off,  filled  out,  and 
mailed  to  the  district  seuretary. 
FoBM  1372— Bequest. 

Date ,191  . 

Secretaky,  Sixth  Civil-Service  Diarsicr, 

CiiWfnnati,  Ohio. 
Plense  mail  to  the  address  ^iven  below  application  form ,  iu  order  that 

I  may  take  the  following  named  examination 

Signature, , 

Addrtas, , 
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HOW  TO  PROCEED  TO  SECIRE  AS  EXAMINATION. 

5.  PvnoDii  who  wish  to  take  the  euuniiwlicw  for  the  Poet-Office  Sottim  ritould 
follow  tho  direcliona  cwt.uied  in  this  ptanfMei.  In  writing  fiv  appUcaticak  faaae 
w  for  lofonrMtioii  the  name  oi  the  examinatioii  deaii«d  dmuld  atw^ys  be  ctued.  Tlie 
applinktion  fonn  when  Kc^ived  should  be  ntfduUy  filled  out  in  acnadutcfi  with  the 
iM(nictk>o8  pfinted  ihereoa  and  mailed  without  delay  to  the  "Seoettir,  Sixth 
Civil-Service  District,  Cincinnati,  <!ttiio."  If  the  applkatkm  ia  received  hj  the 
diftrirt  Mcretary  within  the  time  pn^ribed  for  the  receipt  of  applkstiane,  and  the 
applicMit  k»  found  to  be  entitled  to  the  examination  Tequeeted.  a  card  will  be  oait  to 
him  in  ^ufficimt  time  to  admit  him  to  the  examination. 

6.  A  huge  number  o)  communicatume  are  ieceiv«d  in  which  the  writen  hil  to  gjre 
their  full  po»l-offic«  addreses.  and  in  many  cases  the  lelteis  are  not  sotted.  Ap[di- 
cants  i^KKild  fiee  that  their  names  are  pUialr  aitd  correctly  wriiten  and  their  poet- 
office  addreaMv  (city,  ^ilreet.  and  number)  given  in  full.  A  number  of  applitatJooB 
fail  tn  reoch  the  dislrici  $eci«lary  on  account  oi  not  baring  sufficient  postage  attadied. 
It  feji  not  nec«emiy  to  inckise  [wetii^  stamps  in  order  to  secure  a  reply  fn>m  the  district 
tvcfetary. 

PBBSOXS  WHO  SHALL  SOT  BE  EXAMINED. 
T.  Any  of  (he  following  (ball  be  sufficient  cwtw  tor  eicludii^  a  pemA  from  «sam- 

l«i  That  he  is  no*  a  citiien  ot  or  Aoee  not  owr  allegiance  to  the  Cniied  Statm. 
(Se*«c,  U.\ 

«M  llial  he  is.  on  the  dale  of  the  enaninaiioB,  under  the  minimnm  or  over  the 
majLJmum  a^  limiiatioa.    v^e«  ''^-  -^-^ 

^•-'  "Huit  he  has  any  nf  the  fiJIowing  defrets:  Insaniry.  tcbenrulods,  pualv?!^ 
epile|vy,  blindna^  kiss  iif  both  anof  or  bodt  lef«.  Ktee  o:  im  and  lef .  badly  crippled 
or  delomied  hands,  anas.  feet,  tw  leer,  UDCompexealed  valvulir  difca^  of  the  heart, 
loronottw  ataxia.  <«nrer.  Briph'.'s  difcase,  diabeteB.  or  is  o'JiCTwise  i^yscaDy  dis- 
qualified iiir  the  eervk*  whiti  he  •««k5. 

,  i"  That  he  is  addicted  lo  the  habitoal  lee  oi  intcxiratiis:  btmagta  to  exc^s. 

If'  That  be  b  enticed  in  the  Cnited  Stales  Anny  cr  Navy  acd  haa  itoi  wcnred 
ptmiMMi  for  hif  eramination  fr.>m  the  S«creary  ol  War  or  the  SecreOry  c^  the 
Kavy.  rwpeciivisly.     ^Wriiten  peiint<^-n  i:::ist  be  £kd  wi'Ji  ilie  f rvmal  application. j 

^''  TkU  he  hi^  withia  apfiKixisiaielr  -^ce  year.  paa«d  the  mice  examinatua  tor 
wttic^  he  again  dorii^  l<>  apply.  Hi^  r^rric^Ta  fluH  >.-•;  a}^ly  to  p^soos  who, 
kftTtng  take*  voe  aiun»l  exwsinaiijp.  desire  to  take  the  next  annual  *'^—''— "". 
ahhou^  a  tjU  year  nuy  ir.'^  bavr  ebpeed. 

ij'^  That  he  has  beat  dixnisscd  fnvn  the  Federal  «*rvic*  ic*  delinquency  cr  mis- 
randoct  within  i-oe  yvar  pf<c«di=i  d:*  date  o*  his  ap^'Iicaa.v.  Whether  <r  (k<  aa 
apftertkia  wiU  be  Kcefned  ar.et  the  exraaiM:  I.V  a  y^  fra  a  pencn  'H»ii—H 
fnwB  the  ftrviiie  teeSs  w:-.h  the  Coci=isi.'c  and  cacJ:  taee  ot  tfak  chanclB'  win  be 


k'  TSal  he  has  u:I«l  an«r  pr:Jna:e  u  recovr  aheci::te  ajtficinTis^:  V'  '.be  pcei- 
tko  Iw  wU;&  he  aziaia  a^^tlies  wi:bi=  ^»  jvai  frcn  the  date  <A  ^^  ^Lf^aaa  d  hif 
pMitiMvaaiy  serri:*-      See  •«•.  42. 

\t^  TWi  be  ha>  saoe  a  fike  stasnaeBi  i=  his  appliratnn.  «r  hm  bee*  Kflty  of 
haad  or  derail  =  asy  —•«'••—*  cccaeeced  wi:c  kis  appUo^-c  x  ^c^siaadoA.  iw  hai 
been  g=ilrr  c(  ciUue  tr  simoos  «r  w^xkosly  dinaceful  coutar'^ 

^■''  Tkat  be  kw  be^  di>cfaaned  i:x  iuu^kK.  h 
AersiMdSwi*n  iwriwi  liW^  1 
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OTHER  GENERAL  INFORMATION. 

8.  The  time -of  filing  application  sometimee  detenninee  the  relative  poailion  of  an 
eligible  on  the  register,  ae  when  two  eligible^  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  register  ahead  of  the  other. 

9.  Many  applicants  fail  to  execut«  their  applications  properly  or  fail  in  the  exami- 
nations not  through  a  lack  of  knowledge,  but  lately  through  haste  and  caieleasness 
in  reading  and  interpreting  questions  and  in  writii^  the  aoswera.  In  filling  out  the 
application  great  care  should  be  exercised  and  every  requirement  fully  complied 
with.  In  the  examinations,  while  competitois  must  complete  their  work  within  a 
prescribed  time,  the  time  allowed  is  ample  for  the  careful  consideiation  of  every 
question  given. 

10.  Under  section  SB  ol  the  Criminal  Cade  o{  the  XTnlted  States  any  false  statement 
In  an  application,  alteration  of  a  voucher  or  certificate,  or  the  presentation  to  the 
Commission  of  any  such  paper  Is  a  vloletlon  of  the  law.  A  number  of  oonriotlons  of 
peCBans  guilty  under  the  statute  mentioned  have  been  seemed. 

11.  All  applicants  must  make  oath  in  their  applications  to  their  United  States  citi- 
zenship or  all^iance.  In  the  case  of  a  foreign-bom  citizen  citizenship  must  be  fully 
proved  in  one  of  the  following  ways; 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturaUzation  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  lo 
prove  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certificate 
was  issued  by  submitting  the  affldavita  of  two  disinterested  citizens  to  the  effect  that 
the  applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affida- 
vits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
BO  naturalized. 

(c)  If  naturalized  by  the  naturaUzation  of  the  applicant's  husband,  or  by  marriage 
to  a  natiualized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
submitted, 

(d)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
the  husband  {the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
citizen.  Such  affidavita  should,  if  possible,  show  place  and  date  of  the  husband's 
birth. 

{e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  resident  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship  must 
be  proved  as  in  (&)  above. 

(J)  If  the  applicant  has  been  honorably  discharged  from  the  Regular  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States,  he 
may  be  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as  provided 
by  section  2166,  Revised  Statutes. 

(?)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  after  one  enlistment  in  the  United  States 
Marine  Corps,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  as  provided  by  twenty-eighth  Statutes  at  Large,  page  124. 

12.  An  application  from  a  foreign-born  person  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled,  A  declaration  of  intention  to  become  a 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
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that  issued  them,  or,  if  the  recorde  of  the  court  are  doetroyed,  a  new  certificate  should 
be  obtAiaed. 

13.  Whenever  a  person  has  filed  with  the  Conuniesion  proof  of  citizenehip  in  con- 
nection with  an  application  for  examination,  it  is  not  neceBsary  to  file  such  proof 
with  a  aubaequent  application,  but  bs  should  state  in  such  application  the  kind, 
date,  and  place  of  examiuation  in  connection  with  which  he  has  fumiebed  proof  of 
citizenship. 

14.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postt^  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  maU  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

15.  Persons  who  bave  applied  for  an  examination,  or  who  have  passed  an  exami' 
nation,  shouldkeep  thedistrictsecretaryinfonned  of  any  change  of  post-office addrcffl. 
FaUure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request 
to  have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the 
chaise  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educa- 
tional, the  place  and  date  of  examination. 

16.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission  to 
expedite  the  rating. 

17.  The  civil-service  act  provides  that  whenever  there  are  two  or  m6re  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  tQiat  act  no  other  member 
ot  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  tDommission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for 
examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligible, 
but  hie  name  will  not  be  certified  for  appointment  so  long  as  two  or  more  members  of 
his  family  are  in  the  service. 

IS.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

19.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  can- 
celed persona  who  have  applications  on  file  will  be  notified.  In  case  of  postpone- 
ment notice  of  the  date  on  which  the  examination  is  lo  be  held  will  be  sent  aa  soon 
as  the  date  is  determined. 

cijErk  and  city  carrier. 

application  and  examination. 

20.  For  tae  positions  of  clerk,  and  carrier  for  city  delivery,  the  second^rade,  or 
minor  clerical,  examination  is  given.  (For  description  of  thia  examination  see  p. 
10  to  12.)  Applicants  for  examination  for  appointment  to  the  Post-Office  Service 
should  apply  for  the  "post-office  clerk,"  "post-office  carrier,"  or  "clerk-carrier"  es- 
amination,  depending  upon  the  position  or  positions  deaired.  (See  sees.  35,  36,  and 
38,)  Application  should  net  be  made  for  the  " aecond-grade,  or  minor  clerical,"  ex- 
amination.        Application  form  1371  is  required. 

21.  Applicants  must  have  reached  their  eighteenth  birthday,  but  not  their  forty- 
fifth  birthday,  on  the  date  of  the  examination.  The  age  limits  are  waived, liowever, 
in  the  cases  of   persona  honorably  discharged  from  the  military  or  naval  service  by 
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reoaono/A'soMiif^resultingtrom  wounds  received  oraicknesB  incurred  in  lineot  duty. 
Such  pereons,  however,  must  m^et  the  physical  requirements  prescribed. 

22.  Male  applicants  muat  measure  nut  lese  than  5  feet  4  inches  in  height  in  bare 
teet  and  weigh  not  less  than  125  poundfi  without  overcoat  or  hat;  otherwise  their 
applications  will  be  canceled.  Female  applicants  are  not  required  to  be  of  any 
specific  height  or  weight, 

23.  Applicautsfor  the  Poat-Offlce  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no  person 
who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed  to  the 
position  of  carrier  in  the  Post-Office  Service:  Hunchbacka;  persona  having  defective 
heari_ng,  sight,  or  speech;  persons  blind  in  one  eye;  one-armed,  one-handed,  or  one- 
legged  persons,  or  those  having  crippled  arms  or  logs,  or  those  suffering  from  asthma 
or  hernia.  These  defects  will  also  debar  a  person  from  appointment  to  the  poaition 
of  clerk  in  the  Post-OfBce  Service,  except  that  deat-mutes  and  peraons  with  defective 
speech  or  hearing  may  be  appointed  to  the  poaitions  ot  mai!  clerk,  distributer,  and 
directory  and  forwarding  clerk.  Applications  from  persons  who  are  not  entitled  to 
exaniination  on  accountof  physical  defects  wilt  be  canceled.  (See  sec.  7c  for  phyocal 
defects  which  will  debar  peisons  from  any  examination.) 

24.  Women  will  be  examined  for  the  position  of  clerk  only.  Married  women  will 
not  be  examined  tor  the  Post-Office  Service;  thia  prohibition,  however,  does  not  apply 
to  women  who  are  divorced  or  to  those  who  are  separated  from  their  husbands  and 
support  themselves. 

25.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  Srat-claas  poet  office.  Thia  reatriction  will  not  apply,  bow- 
ever,  when  an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that 
of  the  r^ular  annual  examination  in  November.  Siich  extra,  examinations  will  be 
held  only  when  eligiblea  are  needed,  and  will  be  duly  announced, 

26.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  he  has  passed. 
(See  sec.  7/.)  A  person  who  fails  in  an  examination  may  take  the  next  enamination, 
r^ardlesB  of  the  time  intervening.   ' 

27.  Unless  otherwise  specified,  applicants  for  positions  in  the  Post-Office  S^vice 
must  appear  for  examination  in  the  city  where  employment  ia  desired,  ami  they  will 
be  eligible  for  appointment  only  in  the  office  for  which  examined.  No  change  in  the 
place  of  examination  will  be  made  unless  request  in  writing  is  received  on  or  before 
the  date  set  for  the  close  of  the  receipt  of  applications. 

28.  Examinations  for  the  following-named  first-class  offices  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year  if  the  needs  of  the  service  so  require. 
City  deUvery  service  has  been  established  at  these  offices,  and  their  force  includes 
both  clerks  and  city  carriers: 


Akron,  Ohio. 
Alliance,  Ohio. 
Anderson,  Ind. 
Ashland,  Ohio. 
Ashtabula,  Ohio, 
Canton,  Ohio. 
Cincinnati,  Ohio. 
Cleveland,  C&io. 
Columbus,  Ohio. 
Covington,  Ky. 
Dayton,  Ohio. 
East  Liverpool 

Ohio. 
Elkhart,  Ind. 
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Elyria,  Ohio. 

Evansville,  Ind. 
Find  lay,  Ohio. 
Fort  Wayne,  Ind. 
Goshen,  Ind. 
Hamilton,  Ohio. 
Hammond,  Ind. 
Indianapolis,  Ind. 
Kokomo,  Ind. 
Lafayette,  Ind. 
Laporte,  Ind. 
Lexington,  Ky. 
Lima,  Ohio. 
Lcgansport,  Ind. 


Lorain,  Ohio. 
Lbuiaville,  Ky. 
Mansfield,  Ohio. 
Marietta,  Ohio. 
Marion,  Ind. 
Marion,  Ohio. 
Middletowu,  Ohio, 
Mishawaka,  Ind. 
Muncie,  Ind. 
Newark,  Ohio. 
Newport,  Ky. 
Owensboro,  Ky. 
Paducah,  Ky. 
Piqua,  Ohib. 


Portfimoufh,  Ohio. 
Richmond,  Ind. 
Salem,  Ohio. 
Sandusky,  Ohio. 
South  Bend,  Ind. 
Springfield,  Ohio. 
St«ubenville,  Ohio. 
Terre  Haute,  Ind. 
Tiffin,  Ohio, 
Toledo,  Ohio. 
Vincennes  Ind. 
Warren,  Ohio. 
Youngatown,  Ohio. 
Zanesville,  Ohio. 


29.  Blank  forms  of  application  for  the  amiual  Novecaber  examiiiatioiiB  may  be 
obtained  only  between  July  1  and  October  1,  either  from  the  "  Secretary,  Sixth  Civil- 
Service  Difltrict,  Cincinnati,  Ohio,"  or  from  the  local  secretary  at  the  office  where 
appointment  ia  desired.  Applications  must  be  properly  executed  and  filed  with  the 
district  secretary  at  Cincinnati,  Ohio,  between  July  1  and  the  close  ol  bueinese  on 
October  1.  AppUcations  fat  (he  November  examinations  presented  at  other  times 
will  not  be  aooepled. 

30.  Whenever  extra  examinations  may  become  necessary  to  meet  the  needs  of  the 
service,  due  announcement  will  be  made  of  the  dates  and  places  of  such  examinations, 
and  also  of  the  time  allowed  for  the  filing  of  applications. 

31.  Examinationaforthefollowing-namedsecond-clasB  offices  will  be  held  only  when 
eligibles  are  needed  (due  announcement  of  which  will  be  made),  and  application 
blanks  will  not  be  given  out  or  received  until  the  examinations  are  announced.  City 
delivery  service  baa  been  establiabed  at  these  offices,  and  their  force  includes  both 
clerks  and  city  carrieis: 

Ada,  Ohio.  Defiance,  Ohio,  Logan,  Ohio.  Princeton,  Ind, 

Alexandria,  Ind.         Delaware,  Ohio.  London,  Ohio,  Ravenna,  Ohio. 

Angola,  Ind.  Delphos,  Ohio.  Madison,  Ind.  Richmond,  Ky. 

Ashland,  Ky.  £B.st  Chicago,  Ind.       Madisonville,  Ky.        Rochester,  Ind. 

Athena,  Ohio.  Elwood,  Ind.  Martins    Ferry,     Rush ville,  Ind. 

Attica,  Ind.  Fostoria,  Ohio.  Ohio.  St.  Marys,  Ohio. 

Auburn,  Ind.  Frankfort,  Ind.  Martinsville,  Ind.       Sebring,  Ohio, 

Barberton,  Ohio.         Frankfort,  Ky.  Marysville,  Ohio.        Seymour,  Ind. 

Barnesville,  Ohio,       Franklin,  Ind.  Maaaillon,  Ohio.  Shelby,  Ohio. 

Bedford,  Ind.  Fremont,  Ohio.  Mayfield,  Ky.  Shelbyville,  Ind. 

Bellaire,  Ohio.  Gallon,  Oliio.  Maysville,  Ky.  Shelbyvillc,  Ky. 

Be  lief ontaine,  Ohio.     Gallipolis,  Ohio.  Medina,  Ohio.  Sidney,  Ohio. 

Belle vue,  Ohio.  Gary,  Ind.  Michigan  City,  Ind.    Sulliva 

Bloomington,  Ind,       Georgetown,  Ky. 
Bluffton,  Ind,  Greencastle,  Ind. 


BowlingGreen,  Ky.     Greenfield,  Ind, 


Bowling 
Ohio. 
Brazil,  Ind. 
Bryan,  OWo. 
Bucyrus,  Ohio. 
Cadiz,  Ohio. 
Cambridge,  Ohio. 
Canal  Dover,  Ohio. 
Celina,  Ohio. 
Chillicothe,  Ohio. 
Circleville,  Ohio. 
Columbia  City, Ind. 
Columbus,  Ind. 
Conneaut,  Ohio. 
Connereville,  Ind. 
Coshocton,  Ohio. 


Greenfield,  Ohio. 
Greensburg,  Ind, 
Greenville,  Ohio. 
Hartford  City,  Ind. 
Henderson,  Ky, 
Hillaboro,  Ohio, 
HopkiMville,  Ky. 
Huntington,  Ind, 
Indiana  Harbor, 

Ind, 
Ironton,  Ohio. 
Jackson,  Ohio. 
Jeffersonville,  Ind. 
Kendall ville,  Ind, 
Kent,  Ohio. 
Kenton,  Ohio, 


Middlesboro,  Ky.        Tipton, 
Mount  Sterlii^,  Ky.     Troy,  Ohio, 
Mount  Vernon,  Ind,     Urichsville,  Ohio. 


Crawfordaville,  Ind.    Lancaster,  Ohio, 


^r<i.^tline,  Ohio. 
Oynthiana,  Ky. 
Danville,  Ky. 
Decatur,  Ind. 
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Lawrencebutg,  Ind, 
Lebanon,  Ind, 
Lebanon,  Ohio, 
Linton,  Ind. 


Mount 

Ohio, 
Napoleon,  Ohio. 
Nelson  ville,  Ohio, 
New  Albany,  Ind, 
Newcastle,  Ind. 
New  Philadelphia, 

Ohio, 
Niles,  Ohio, 
Nobles  ville,  Ind, 
North   Manchester, 

Ind, 
North  Vernon,  Ind, 
Norwalk,  Ohio. 
Oberlin,  Ohio. 
Oxford,  Ohio. 
Paines ville,  Ohio, 
Paris,  Ky. 
Peru,  Ind. 
PljTnouth,  Ind, 
Portland,  Ind. 


Union  City,  Ind. 
Upper     Sandupky, 

Ohio, 
Urbana,  Ohio. 
Valparaiso,  Ind, 
Van  Wert,  Ohio. 
Wabash,  Ind. 
Wapakoucta,  Ohio, 
Warsaw,  Ind, 
Washit^ton,  Ind, 
Washington    Court 

House,  Ohio. 
Wellston.  Ohio, 
Wellsville,  Ohio, 
Wilmington,  Ohio. 
Winchester,  Ind, 
Winchester,  Ky. 
Woo,i-ter,  Ohio. 
Xeni.1,  Ohio. 
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32.  At  the  foUowisg-named  offices  city  delivery  service  has  cot  been  established, 
and  their  force  includes  clerks,  but  not  city  carriers.  Examinations  tor  these  offices 
will  be  held  only  when  ehgibles  are  needed  and  will  be  duly  announced,  and  applies- 


tioD  blanks  will  not  be  distributed  or  received  until  such 


Aurora,  lod. 

Bates ville,  Ind. 
Berea,  Ohio. 
Blancheater,  Ohio. 
Boonville,  Ind. 
Bridgeport,  Ohio. 
Brookville,  Ind. 
Catlettaburg,  Ky. 
Chicago,  Ohio. 
Clinton,  Ind. 
Clyde,  Ohio. 
Crown  Point,  Ind. 
Culver,  Ind. 
Cny&h<^    Falls, 
Ohio. 


Delphi,  Ind. 

East  Palestine, 

Ohio. 
Eaton,  Ohio. 
Foreat,  Ohio. 
French  Lick,  Ind. 
Fulton,  Ky. 
Geneva,  Ohio. 
Gtasgow,  Ky. 
HaiTodsburg,  Ky. 
Jeffereon,  Ohio. 
Lebanon,  Ky. 
Leetonia,  Ohio. 
Leipaic,  Ohio. 
Ligonier,  Ind. 


Lisbon,  Ohio. 

Marion,  Ky. 

Miamisburg,  Ohio. 

Monticello,  Ind. 

Montpelier,  Ind. 

Mount Gilead, Ohio.    Tippecanoe  Cit 


is  made: 
Port  Clinton,  Ohio. 
Rensselaer,  Ind. 
Salem,  Ind. 
Somerset,  Ky. 
Spencer,  Ind. 


Napanei 

New  Lexington, 

Ohio. 
New  London,  Ohio. 
Notre  Dame,  Ind. 
Orrville,  Ohio. 
(Paulding,  Ohio. 
FleasantHtll,Ohio. 
Pomeroy,  Ohio. 


Ohio. 
Wadsworth,  Ohio. 
Wauseon,  Ohio. 
Wellington,  Ohio. 
Wester ville,  Ohio. 
Whiting,  Ind. 


ELIGIBILITY  AND  APPOINTMENT. 

33.  After  the  papere  of  an  examination  have  been  rated  the  names  of  the  eligiblea 

are  entered  on  the  register  in  the  order  of  Ihe  averages  attained.  An  average  percentage 
of  not  leas  than  70  ia  required  in  order  lo  become  eligible  for  appointment,  except 
in  the  cases  of  persons  honorably  dischai^ed  from  the  United  Slates  military  or  naval 
service  far  disability  incurred  in  Che  line  of  duty.  The  names  of  such  persons  whose 
claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and  who 
attain  an  average  percentage  oC  not  leas  than  65  will  be  placed  at  the  head  of  the 
eligible  register.  Separate  registers  are  established  for  men  and  women,  and  certifica- 
tion is  made  according  to  the  requisition  of  the  postmaster. 

34.  The  period  of  eligibility  is  one  year  from  the  dale  of  entering  the  name  on  the 
register.  Extension  of  eligibility  beyond  ttiia  period  ia  made  in  the  discretion  of 
the  Commission  only  when  ihe  needa  of  the  service  require  it,  and  then  must  apply  . 
to  the  entire  list  of  eligible?. 

35.  For  Ihe  following-named  poat  offices  the  names  of  male  eligiblee  will  be  entered 
on  only  one  register— uam el y,  the  "post-office  clerk"  or  the  "post-office  carrier" 
register — and  male  applicants  for  these  offices  muit  indicate  in  their  applications  whether 
Ihey  desire  Ihe  position  of  " post-office  derk"  or  of  "pott-office  carriir:" 

Akron,  Ohio.  Covington,  Ky. 

Canton,  Ohio.  Dayton,  Ohio. 

Cincinnati!  Ohio.         Evansville,  Ind. 
Cleveland,  Ohio.         Fort  Wayne,  Ind. 
Columbus,  Ohio.         Indianapolis,  Ind 
3G,  For  all  poet  offices  named 

of  each  male  eligible  will 


Lexington,  Ky. 
Louisville,  Ky. 
Newport,  Ky. 
South  Bend,  Ind. 
Springfield,  Ohio. 


Terre  Haute,  Ind. 
Toledo,  Ohio, 
Youngatown,  Ohio. 
Zanenvi!Ie,  Ohio: 


the 

registera  and  will  be  certified  (considered)  in  ite  order  for  vacancies  occurring  ii 
position  of  either  male  clerk  or  carrier  without  regard  to  any  choice  of  position  expreapcd 
by  the  eligible  in  his  application. 

3T.  A  request  for  a  change  in  Ihe  designation  of  the  position  desired  by  an  appliiimt 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made, 

38.  AttheofficesnamPdinsection32city  delivery  service  has  not  been  cstabliahcd. 
Their  force  includes  clerks  but  not  city  carriers. 
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39.  The  poetmaster  is  required  to  make  Belection  for  the  fiist  vacancy  from  not 
ntrae  than  the  highetit  three  names  on  the  register,  and  tor  the  second  vacancy  he  shall 
make  eeleotion  from  aot  more  than  the  hi^est  thiee  remuning  which  have  Dot  been 
withiD  hie  i<ench  for  three  separate  vacanciee.  The  third  and  any  additional  vacaacies 
shall  be  filled  in  like  maimer. 

^0.  Ab  eligible  who  haa  been  within  reach  for  three  separate  vacanciee  in  either 
position  {clerk  or  carrier)  in  his  turn  may  be  subsequently  selected  for  that  position, 
subject  t«  the  approval  of  the  Commission,  from  the  certificate  on  which  his  name 
last  appeared,  if  the  condition  pf  the  regiftor  has  not  so  changed  as  to  place  him  in 
other  respects  beyond  reach  of  certification.  The  name  of  a  male  eligible  must  have 
been  within  reach  for  three  separate  vacancies  in  a  position  before  his  name  may 
be  passed  over  in  making  selection  for  appointment  to  that  position.  Konselection 
from  one  roister  or  declination  of  appointment  when  selected  will  not  affect  the 
eligible's  standii^  on  the  olher  register.  Appointment  from  either  register  will 
remove  flie  eligible's  nam©  from  both  registers. 

41.  In  the  Post-Offico  Service  appointments  are  usually  made  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

42.  Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the 
end  of  which  time,  it  the  appointee  is  retained  in  the  service,  such  retention  is  equiva- 
lent to  his  aheolute  appointment.  In  the  Post-Office  Service  the  six  months'  period 
of  probationary  appointment  b^ns  from  the  date  of  appointment  as  regular  clerk  or 
carrier,  and  not  from  the  date  of  appointment  as  substitute. 

PROMOTION. 

43.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  an  auxiliary  employees  and  as  clerks 
sent  carricTB  of  the  first  grade . 

M.  ABxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Suifh  auxiliary  employee?,  however,  are  required  to  work  not  less  than  two  hours 
daily,  and  may  serve  as  suhstitutflB.  Tliey  are  eligible  for  appointment  as  clerks  and 
carriers  of  ISie  fintt  grade. 

45,  Ctefts  in  offices  of  the  first  and  second  classes  and  carriers  in  the  City  Delivery 
■  Service  are  divided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
Si^ary  $800;  third  grade,  ealary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
tljWO;  Bixth  grade,  Palary  $1,200.  Clerts  and  carriers  at  fiist^lass  offices  will  be 
promoted  micce!<8ively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
winiJc  promoted  successively  to  the  fourth  grade. 

4G,  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office  Depart- 
ment of  the  efficiency  and  fatihfulness  of  the  employee  during  the  prece<ling  year. 
When  a  ckrk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  his  record  ha.-"  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  promotion  to  the 
'  higher  positions  in  tbeir  respective  offices. 

47.  Any  male  clezt  in  an  office  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  tran.ifer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  transfer 
to  the  service  of  a  clerk. 

ASSISTANT  POSTMASTER. 

48.  It  is  Ihe  policy  of  (he  Post-Office  Department  to  fill  vacancies  occurring  in  the 
position  of  assistant  postmaster  in  first  and  second  class  post  offices  by  the  promotioa 
or  transfer  of  competent  persons  already  in  the  service. 
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RURAL  DELIVERY  CARRIER. 

49.  Copies  of  the  r^ulationa  and  other  information  concerning  esaminatioDS  ioi 
this  poaition  may  be  obtained  from  eecTetaries  of  local  civil-aervice  boards  and  from 
poHtmaflterB  at  offices  from  which  rural  routes  start,  or  from  the  Civil  Service  Com- 
miasion  at  Waehingkin,  B.  C. 

50.  The  minimum  and  manimiim  age'  limits  for  this  examination  are  17  and  55 
yeara,  respectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sailoie. 

FOURTH-CI,ASS  POSTMASTER. 

51.  On  November  30,  1908,  the  President  issued  an  order  placing  fourlii-claffi 
poetmaaters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennflylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  claasified  service.  To  be  eligible  tor  exami- 
nation applicants  tor  this  position  are  required  to  be  at  least  21  years  of  i^,  except 
that  women  are  eligible  for  examination  at  IS  in  States  where  women  are  declared  by 
statute  to  be  of  full  age  tor  all  purposes  at  18.  It  is  also  required  that  an  applicant 
must  reside  within  the  territiiry  ei^^lied  by  the  post  office  for  which  application  is 
made,  and  that  be  shall  personally  conduct  the  office  if  appointed.  Examinations  are 
held  only  when  eligiblee  are  needed  to  fill  existii^  or  contemplated  vac^uiciea  in  the 
Slates  named,  and  no  applications  are  received  until  the  examinations  are  announced. 
A  copy  of  the  r^ulations  governing  the  appointment  of  tourlh-class  postmasters  may 
be  obtained  from  the  United  States  Civil  Service  Commission,  Washington,  D.  C, 
upon  request, 

INFORMATION  CONCERNING  OTHER  SERVTCE8. 

62.  A  pami^et  of  instructions  to  applicants  tor  the  following-named  field  positions 
imd^' the  Sixth-District  organization  (Ohio,  Indiana,  and  Kentucky)  may  be  obtained 
by  addressing  the  "Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio": 

Positions  in  all  customs  districts,  all  internal-revenue  districts,  the  Subtreaijury 
Service  at  Cincinnati,  Ohio,  and  the  Custodian  Service  in  all  Federal  buildings;  the 
positiona  of  tele^dtone  operator,  elevator  conduct**,  bookkeeper,  stAnagnpher,  type- 
writer, and  stenographer  and  typewriter  in  all  field  branches  of  the  service;  the  posi- 
tion of  forest  clerk  in  die  Forest  Service;  the  position  of  office  deputy  United  States 
marshal;  the  positions  of  ct^yist  draftsman  and  mechanical  apprentice  draftsman  in 
the  Engineer  Department  at  Laige;  the  positions  of  forage  master  and  ee&mBtieee 
in  the  Quartermaster's  Department  at  L&i^;  the  position  of  messenger  boy  in  Weather 
Bureau  stations  and  other  field  branches  of  the  service;  clerical,  minor  clerical,  and 
sufaclerical  positions  in  pension  agencies,  the  stamped -envelope  t^ncy  at  Dayton, 
Ohio;  Bn^neer  DepaRment  at  Large,  Quartermaster's  Department  at  Large,  Immi- 
gration, Steamboat-Inspection,  Bureau  of  Animal  Industry,  Bureau  of  Fisheries, 
Weather  Bureau,  Lighthouse  and  Marine-Hospital  eatabliahments,  and  other  field 
branches  of  the  Federal  Be^^'ice;  mechanical  tiades  and  similar  positions  in  the 
Engineer  Deftartm^tt  at  Laxge,  Quartermaster's  Department  at  La^e,  and  other 
branches  of  the  service;  and  the  position  of  unskilled  laborer  in  cities  for  ^rich  labor 
regulations  have  been  established. 

53.  A  Manual  of  Exuninations  is  issued  by  the  United  States  Civil  Service  Com- 
miiaion  in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  r^utu*  sjMing  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  Bervices. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washii^on,  D.  C.,  or  the  district  secretary. 
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DESCRIPTION  OF  EXAMINATION  FOR  CliERK  AND 
CITY  CARRIER. 


TotaJ lOO 

Time  allowed,  four  houn. 

SPECIMEN  QUESTIONS. 

1.  Sfelunq:  Twenty  worda  of  average  difficulty  in  commoii  use.  2.  Arith- 
metic: Embraces  addition,  aubtraction,  multiplication,  and  division  of  whole  num- 
bers, and  common  and  decimal  fractions.  3.  Letter  wRiTiKa:  Test  in  the  use  of  tbe 
English  language  for  business  correspondence.  4.  Penuanshif:  Marked  on  legi- 
bility, rapidity,  neatness,  and  general  appearance.  5,  Copvino  from  PLiiN  copt: 
An  exact  copy  of  a  few  printed  lines  jn  competitor's  handwriting. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general 
character  of  these  subjects: 

Flist  Subject— Spelling.— Spelling  is  dictated  by  tbe  eiamlaer.  Tbe  words  are  written  by  tlie  com- 
petitor in  tbe  blani  spaces  indicated  on  theflrst  sbeet  of  the  examination.  All  words  should  be  commenced 
with  capital  letters.  Tbe  examiner  pronouocea  each  word  and  gives  its  dflfinlUon,  The  competitor  is 
required  to  write  only  the  word  and  not  its  definition. 

Oppoaail:  One  who.  opposes;  as,  a  political  opponent.  PrcJidml.'  The  Chief  Eiecuilve  ol  tbe  United 
States.  CoB^tbTor.- One  who  conquers.  IViofesomt  Healthlul;  as,  wbolesome  (ood.  .icHimf  To  gain; 
as,  to  aehlevo  success.  Tranquil:  Qniet  or  peaceful.  Detach:  To  separate  or  remove;  as,  to  detach  a  leaf 
from  a  book.  Erpnuiw.*  Very  costly.  Drceaie:  Death;  as,  a  person's  decease.  t/alicaibU;  Worthy  of 
notice;  as,anotlceahtf  occasion.  SutpidiHit:  Ewltlne suspicion;  as.asuspiolonscltcumstance.  Ttrmci: 
A  raised  hank  of  i»nb.  Rapptng:  Making  a  Dumber  of  quick  liiows.  Dsni/uaat:  The  speech  of  a  people; 
as,  the  English  langusue.  Sduivie:  A  list  or  Inventory;  as,  a  schedule  of  prices.  Tfrnf:  Binding  oc 
fastening  with  a  cord.  Vulvar:  Low  or  mean.  Course.'  A  way  or  track;  as,  a  race  course.  Sabaj/:  A 
slated  slIowaDOi  paid  for  service;.    Cika^:  A  city  In  the  United  States. 

Second  Subject— Arlthmedc^In  solvlae  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each  problem 
should  he  indicated  by  wrtUng  "Ads."  after  It. 

1.  Add  tbe  fbltowlDg,  and  from  tbe  sum  subtract  32fiBi,9ll6  (here  will  be  given  a  short  column  of  figures). 
3.  Multiply  lA  by  36.8,  and  divide  the  product  by  1.92.    Solve  by  decbnals.    3.  A  carrier  can  assorts 

185  pounds  of  papers,  averBging  7pspeisto  the  pound?  4.  A  lotwhlcb  was  S3  feet  wide  and  150  feet  long 
■old  for  J8,347.S0,  which  was  one-IOurth  more  than  it  cost.  What  was  the  cost  per  square  foott  S.  In  a 
(oitBin  maD  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  the  rale  of  3  papers  to  every  7  ouocea. 
How  many  papers  are  there  in  the  mall?    Iti  ounees=l  pound. 

Tblrd  Snbjeet— Letter  Writing.— The  competitor  is  permitted  to  write  on  either  one  of  two  subjects 
given.    The  following  subject  has  been  used: 

Write  a  letter  of  not  less  than  Ub  words,  giving  yoiit  views  as  to  Iho  sdvantagos  derived  from  tree 
putJlc  libraries  Id  the  principal  cities  of  your  State.  Thisesercise  is  designed  chiefly  to  test  thecompetl* 
tor's  skill  Id  simple  English  composition.  In  rating  the  letter,  its  errors  in  form  and  address  in  spelling, 
CBpitalizatlon,  punctuation,  syntax,  and  style,  and  its  adherence  to  tbe  subject,  will  be  considered. 

Fourth  Snblect— PenmansUp.— The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  gener^  appeaiance,  and  by  correctness  and  uniformity  in  the  fonuatloa  of  words, 
letters,  and  punctuation  marki  hi  tbe  exercise  ot  tbe  subject  of  copying  fnnn  plain  copy.  Ko  psrticulaT 
style  of  penmanship  is  prefened. 

Fifth  Subject— Copying  Irom  Pialn  Copy.— N.  B.— Paragraph,  spell,  capitallie,  and  punctuate 
precisely  as  in  copy.    All  omissions  and  mistakes  will  be  taken  into  copsideiation  in  rating  ttiiasubject. 
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Uoke  aa  eiaot  written  copy  ol  tbe  liillawlng: 

No  recommendation  otan  applicant,  competitor,  or  ellglbte  Involving  any  dtoolosmo  of  his  poUtlcal  or 
relli^Diisoplnloiis  or  BfBlistlons  shall  be  received,  filed,  or  considered  b;  the  CommlsslOQ,  b;  an}'  board  ot 
examiners,  or  by  any  nominating  or  appointing  officer.    In  making  removals  or  reductions,  or  In  Imposing 


Iglous  opinions  or  at 

claaalfled  under  the  clvU-9arvlc^  ac 

seme  class  or  grade  appoints 

bhe  reading  ol  a  number  ol  wrjtte 


>r  delinquency  or  misconduct,  penalties  like  In  cli 
and  action  tbereopon  shall  be  taken  Irrespective  of  tbe  political  or  n 
offenders,    A  person  holding  a  position  on  the  date  said  position  Is 
shall  be  enttUed  te  all  the  rlghtii  and  benefits  possessed  by  persons  ol 
□pan  ejiamlnatlon  under  the  provisions  of  said  act. 

Slitb  Snbleet— BeadliiK  AddiMses.— This  exercise  eonslsis  ol 
addresses,  which  are  photoUlhographed  on  one  sheet,  A  second  :) 
same  addresses,  ttwoe  addresses  being  printed  and  containing  errors  i 
Tbe  competitor  Is  required  to  indicate  the  errors  in  each  printed  address  by  underscoring  nith  a  pencil, 
thus,  I  any  portion  ol  a  printed  address  vhlcb  Is  not  a  correct  copy  of  the  vrltten  address,  and  by 
a  caret,  thus,  A,  any  omitted  words,  figures,  or  initials.  Words  abbreviated  in  the  written  address,  but 
printed  In  full  in  the  printed  address,  are  regarded  as  correct.  If  tbe  correct  words  are  printed.  Differences 
In  punctuation  or  capitslliatlon  are  not  regarded  aa  emirs.  The  time  allowed  will  be  limited,  and  the 
rating  will  t>o  determined  on  accuracy  ordy. 

The  fbllowlng  are  Illustrations  of  the  method  whlcli  should  be  pursued  In  Indlcatli^  emns: 

WRITTEN  ADDRESS— CORRECT. 


DRF,SS-1-W1TH  ERRORS  NOTED. 


;^  X^Z^'^—^,      ^^;i<5»^4 


PRINTED  ADRRES3-W1TH  ERRORS  NOTED. 

Major  A  A.  T.  Chandler, 

Fort  Thompson.  Alden  County,  Alabama. 


ii.Gooi^Ic 


12 

BRIEF  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

As  800D  as  practicable  after  an  examination,  the  papers  of  the  compctitois  are  lated 
and  the  average  percentage  of  each  ascertained,  nnd  competitors  notified  whetber  Giey 
pass  or  fail.     Thefollowingia  a  brief  outline  of  the  rules  for  rating: 

1.  For  each  cntir  iQ  speUlnf  wboi  th««xerclsecoiiaistaof  20  words..... ........_.......  6 

2.  For  eaoh  error  in  capitaiizatioa 1 

3.  For  each  [ailuie  to  U9e  or  [or  each  wrong  use  of  the  hyphen  and  lor  each  Improper  diviaku  o(a 

won]  Into  a  compound  word  when  required  to  he  written  solid ...._.  2 

1.  For  each  wrong  ptooess,  producing  incorrect  result,  tn  proportion  to  the  nurolwr  of  steps  ID- 

volved  and  gradty  of  error 10  to  100 

2.  For  decimal  error  and  (or  each  evasion  of  a  decimal  or  common  traction  lest 2S 

3-  For  each  errorin  compulation  or  in  copying  Irom  the  printed  question  or  from  worlc... 10 

i.  For  minor  eiTors,  such  aa  wrong  indication  Ola  correct  process,  incorrectorinconsisleut  punctu- 
ation, improper  use  ol  symhob  ot  designation,  improper  or  incorrect  designation  oF  a  partial 

5.  For  loilure  to  show  work  as  required  in  scdutiou  ol  problems 26  lo7S 

In  rating  the  letter,  its  errors  in  form  and  address.  In  spelling,  capitalisation,  puactuation,  syntax,  and 
style,  BDd  lis  adherence  to  and  treatment  ot  the  subject  given  are  considered,  and  its  value,  tn  the  Judg- 
ment ot  the  eiamineis,  determined  on  a  scale  ol  100. 

In  determining  the  rating  tor  letter  writing  it  is  proper  for  tbe  examiner  to  be  guided  in  a  general  way  by 
the toliowing  scheme;  Eicellenl,  95  to  90;  good,  90  to  80;  lair,  80  to  70;  ordinary,  70  toSO;  poor,  80  tfl  50;  very 
poor,  SO  to  2S:  piacticall;  worthless,  25  Ki  0. 


Penmanshipls  rated  according  to  its  value  on  ascale  of  100,  In  determining  the  rating,  legibOily,  rapidity, 
neatness,  and  general  appearance,  as  well  as  correctness  and  uniformity  in  the  tormaUon  of  words,  letters, 
and  punctnsUon  marks,  are  considered,  and  It  Is  proper  tor  examiners  to  b«  guided  In  a  general  way  by  the 
followingschemeiEitcellenl,80toSo;verygood,85toS0;good,80to75;ordiiiary,  75to70;poor,  70toK;  very 
poor,  6S  to  SO;  below  Uiegradeol  "very  poor,"  SO  to  10. 

HDiea  FOE  KiTlNQ  COFVINO  rBOH  Kjnf  COPY. 

From  100 
deduct— 

1.  For  each  word  or  figure  omitted,  repeated,  substituted,  or  improperly  inserted 6 

3.  For  each  error  I  a  spelling,  for  each  transposition.  For  each  abbreviation  not  in  tbe  copy,  for  each 
rallure  to  capitaliie  according  to  copy,  lor  each  lailure  to  pimctuate  according  t«  copy,  for 
each  lailure  to  Indent  mu'gln  as  in  copy,  for  each  error  in  paragraphing,  and  for  Irregularity  in 
lelt-hand  margin 5 

3.  For  each  misdivision  of  a  word  at  the  end  of  aline,  For  each  omission  or  improper  use  oFthe 

hyphen  in  dividing  a  word  at  the  end  of  a  line,  For  each  word  altered,  interlined,  or  canceled, 
foreach  blot  or  minor  erasure,  ilnot  neat I 

4.  For  any  other  deviation  Irom  copy  not  covered  by  the  foregoing,  charges  are  made  In  the  discre- 

tion oF  the  examiners. 


ratli^  on  tbia  subject  Is  lor  accuracy  oiUfi.  A  charge  of  2  is  made  For  each  error  or  omission  In  noting 
-ors  on  the  printed  sheet  when  compared  with  the  correct  written  addresses  given.  The  difference 
cnthe  sum  oF  the  errors  thus  found  and  100  is  the  rating  on  this  subject. 


By  order  of  the  CommiBsion: 
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Persons  deurmg  to  be  exttmmed  for  the  positiona  of  clerk  and  city  carrier  in  the 
Post-Offlce  Service  should  first  read  carefully  the  inatractions  contained  in  the  pam- 
phlet. If  an  examination  is  to  be  held  for  the  ofiSce  in  which  employment  is  sought, 
the  blank  request  below  should  be  torn  off,  filled  out,  and  mailed  to  the  district 
secretary. 


Date ,  191— 

Secretabt,  Sixth  Civil-Sbbvice  District, 

Cirteinnati,  Ohio: 
Please  mail  to  the  address  given  below  application  form  1371,  in  order  that  1  may 

take  the  post-office  examination  at 

Signature 

Address 


o 
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Additional  poedtione  may  be  included  in  the  Fifth-Diatrict  organization  when  the 
conditions  of  the  service  make  such  additions  dedrablo  and  practicable. 

For  some  of  the  positions  named  in  the  for^oiog  list  examinations  are  held  at 
stated  intervals,  while  for  others  applications  may  be  filed  at  any  time.  Complete 
information  relative  to  these  two  classes  of  positions  will  be  found  under  appropriate 
headings  in  this  pamphlet  For  position^  included  in  the  list  which  are  not  further 
mentioned  in  the  pamphlet  examinations  are  held  only  when  eli^blee  are  needed 
and  are  publicly  announced  at  such  tJoies. 

4.  All  civil-service  work  pertaining  to  the  poeitiona  named  in  section  3  is  under  the 
direction  of  a  district  secretary,  subject  to  the  supervision  of  the  United  States  Civil 
Service  Commission.  The  address  of  the  district  eecrelary  is  "Secretary,  Fifth' 
Civil -Service  District,  Post  Office,  Atlanta,  Ga," 

5.  For  information  concerning  vacancies  and  palaries  of  positions  in  any  Federal 
office,  inquiry  should  be  made  of  the  official  in  chai^  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  positions  covered  by  this  publication  are  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Persons 
who  wish  to  take  any  ol  the  examinationa  described  should  follow  the  directions 
contained  in  this  pamphlet.  In  writing  for  application  forms  or  for  information  the 
name  of  the  examination  desired  should  always  be  stated.  The  application  form 
when  received  should  be  carefully  filled  out  in  accordance  with  the  instructions 
printed  thereon  and  mailed  without  delay  to  the  secretary  of  the  Fifth  CivikService 
District,  Atlanta,  Ga.  If  the  application  is  received  by  the  district  secretary  within 
the  period  prescribed  for  the  receipt  of  applications,  and  the  applicant  is  found  to 
be  entitled  to  the  examination  requested,  a  card  will  he  sent  to  him  in  ample  time 
to  admit  him  to  the  examination  if  amental  test  is  required.  If  an  average  percentage 
of  70  or  more  is  attained  in  the  examiiiation{65ormoreinthecaseeof  persons  honor- 
ably discharged  from  the  United  States  military  or  naval  service /or  dUalniUy  incurred 
in  thelineqfdiUy),thea.ppUcaxit  becomes  an  "eligible"  (that  is,  eligible  for  appoint- 
ment when  reached  in  the  order  of  his  standing),  and  his  name  is  placed  on  a  "regis- 
ter of  eligibles."    {See  sec.  157,  p.  21.) 

7.  A  lai^  number  of  communications  are  received  in  which  the  writers  fail  togive 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
office  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
fiul  to  reach  tbe  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  dis- 
trict secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  tbe  following  shall  be  sufficient  cause  forexcluding  a  person  from  exami- 
nation: 

(a)  That  he  is  not  a  citisen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See  sec.  22.) 

(6)  That  be  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limit.     (See  sec.  19. ) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tubercolosis,  paralysiB, 
epilepsy,  blindness,  loss  of  both  arms  or  both  l^a,  loss  of  arm  and  leg,  badly  crip- 
pled or  deformed  hands,  arms,  feet,  or  legs,  uncompensated  valvular  disease  of  the 
heart,  locomotor  ataxia,  cancer,  Bright's  disease,  diabetes,  or  is  otherwise  physically 
disqualified  for  the  pervice  which  he  seeks. 
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I)  That  he  is  addicted  to  the  habitaal  use  of  intosicating  heveragea  to  excess. 

0  That  be  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secnred 

nissicMi  for  hie  examinatioo  from  the  Secretary  of  War  or  the  Secretary  of  the 

'y,  respectively.     ( Written  permission  most  be  filed  with  the  formal  application. ) 

r)  That  be  has,  within  apiHt>ximately  one  year,  passed  the  same  examination  for 

ch  he  ^ain  desires  to  apply.    This  reetriction  shall  not  apply  to  persons  who, 

ing  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 

lougb  a  full  year  may  not  have  elapsed. 

;)  That  he  has  been  dismissed  from  the  Federal  service  for  delinqu^icy  or  mis- 

dnct  within  one  year  preceding  the  date  of  his  ^plication.    Whether  or  not  an 

lication  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed 

a  the  service  rests  with  the  Commiaeion,  and  eaeh  case  of  this  chtu^cter  will  be 

sidered  on  its  individual  merits. 

t)  That  he  has  failed  after  probation  to  receive  absolute  app<»ntment  to  the  posl- 

i  for  which,  he  again  applies  within  one  year  from  the  date  of  the  expiration  of 

probationary  service,     (See  sec.  170.) 

)  That  he  has  made  a  false  statement  in  his  application,  or  has  been  gnilty  of 

id  or  deceit  in  any  mHonsr  connected  with  his  application  or  examination,  or  has 

n  guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

j)  That  he  has  been  discharged  for  desertion  from  the  militaryor  naval  service  of 

United  States  under  section  199S,  Revised  Statutes. 

DEAF-MUTES. 

The  President,  on  April  7,  1909,  issued  the  following  order  iD  regard  to  the 
lission  of  deaf-mutes  to  civil-service  examinations: 

at.muleaamr  be  admitted  KiexiunliiaUoDS  for  nil  places  Id  the  claasifleddTllsecvlceot  the  United 
B  whow  duties,  In  the  opinion  of  the  heads  of  the  aeveral  eieouOTc  departmenla,  they  may  be  eon- 
'ed  capable  of  pertonning,  and  each  department  vlll  furnish  lo  the  CItU  Service  GommlBslon  & 
>t  suoh  poaltlona,  which  list  Bball  not  be  changed  without  pieTioos  notice  Co  the  Gommlnlon  and 
Knidence  nith  whlcb  the  Commlasioa  shall  certify  or  wltbhold  from  ocrtiflcatlon  deal-mutes  m 

are  reached  In  their  order, 

ona  1786,  cootainii^  a  list  of  examinations  to  which  desf-mntes  will  be  admitted, 
.  be  sent  upon  request 

PREPGRENCE  IN  APPOINTMENT. 

).  Section  1754  of  the  Revised  Statutes  provides  that  persons  honorably  discharged 
a.  the  military  or  naval  service  by  reason  of  diMbitUy  rexvUirig  from  inoundi  received 
I'cineM  incarred  in  the  line  of  duty  shall  be  preferred  for  appointments  to  the  civil 
:ea,  provided  they  are  found  to  possess  the  business  capacity  necessary  for  the 
l>er  dischai^  of  the  duties  of  such  otQces.  A  person  who  has  been  allowed  pref- 
ace by  the  Commission  has  the  following  advantages:  (a)  He  is  released  from  all 
limitations;  (6)  he  has  to  attain  an  average  percentage  of  only  65  to  be  eligible, 
)e  for  all  othcra  the  average  percentage  required  is  70;  (c)  having  attained  an 
rage  percentage  of  65,  his  name  is  placed  on  the  register  above,  and  is  certified 
)re  all  others  who  have  not  been  allowed  preference;  and  {d)  he  is  released  from 
law  and  rales  relatii^  to  apportionment  of  appointments.  (Appointment  out- 
:  of  Washington,  D.  C.,  are  not  apportioned.)  If  on  the  same  register  the  names 
lore  than  one  preference  claimant  apptear,  the  name  of  the  claimant  having  the 
lest  average  percentage  will,  of  course,  bead  the  list.  Preference  under  this  sec- 
.  does  not  apply  to  promotion  examinations  or  to  examiiiationB  for  the  phUippine 
rice. 
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OTHER  GENERAL  INFORMATION. 

11.  Many  applicants  fail  to  execute  their  applicationa  property  or  fail  in  the 
essminations,  not  through  a  lack  of  knowledge,  but  lartcely  through  haete  and 
carelessness  in  reading  and  interpreting  questions  and  in  writing  the  answers.  In 
filling  out  the  application  great  care  should  be  exercised  to  comply  with  every 
requirement.  In  the  examinations,  while  competitors  must  complete  their  work 
within  a  preacril>ecl  period,  the  time  allowed  is  ample  for  the  careful  consideration 
of  every  question  given. 

12.  The  timeof  filing  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  roister  ahead  of  the  other. 

13.  A  request  for  a  change  in  the  place  at  which  an  applicant  wishes  to  be  ex- 
amined must  be  made  in  writmg  and  be  received  by  the  district  secretary  on  or 
before  the  date  Bet  for  the  close  of  the  receipt  of  applications;  otherwise  no  change 
will  he  made. 

14.  TTndei  aectton  SS  of  the  Criminal  Code  ol  the  United  States  any  false  Etatemeut 
tn  an  appllcatloii,  altetation  ol  a  vonchct  or  ceittflcate,  or  the  presentation  to  the  Com- 
mlBsion  of  any  such  paper  Is  a  violatioii  of  the  law.  A  nmnber  of  convictions  of  per- 
sons gnil^  under  tlie  statute  mentloaed  have  been  seemed. 

15.  The  Commission  is  uot  responsible  for  delay  in  the  receipt  of  applications. 
Applicationa  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

16.  Persons  who  have  applied  for  an  examination  or  who  have  passed  an  examina- 
tion should  keep  the  district  secretary  informed  of  any  change  of  postHsffice  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of -the  applicant  ofeligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination. 

17.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission 
to  expedite  the  rating. 

18.  The  civU-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  gradea  covered  by  that  act  no  other  member 
of  Bucb  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The 
Attorney-General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
membera  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil- 
service  act  the  Commission  is  authorized  and  required  lo  withhold  from  certification 
tiie  name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  applicatitai 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family 
are  in  the  service,  the  appUcant  will  be  admitted  to  examination  if  found  otherwise 
eli^ble,  but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more 
members  of  his  family  are  in  the  service. 

19.  When  i^  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example  when  tlie  period  of  eligibility  to  examination  is  from  the  i^  of  20  to 
the  age  of  40  years  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  lias 
reached  his  twentieth  biriJiday,  and  he  will  not  be  admitted  to  examination  if  on  the 
date  thereof  he  has  reached  lua  fortieth  birthday.    (See  sec.  86. )    The  age  limits  for 
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all  examinatioua  axe  waived  in  the  cases  of  persons  honorably  diajharged  from  the 
United  States  military  or  naval  service  by  reason  of  dimbilitu  resaliing  from  wmindg 
received  or  sidauxt  incurred  in  the  line  of  duty. 

20.  The  Commission  will  close  the  dietribntion  or  receipt  of  appUcations  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distributed  or 
received. 

21.  If  the  needs  of  the  service  make  such  action  dedrable,  the  ConunissioD  may 
postpone  orjamcel  an  examination.  When  an  examination  ia  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement 
notice  of  the  dat«  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

22.  All  applicants  must  make  oath  in  their  applications  t«  their  United  States 
citizenship  or  allegiance.  In  the  case  of  a  foreign-born  citizen  citizenship  most  be 
fully  proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  appHoafion,  it  will  be  necesaary  to 
prove  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certificate 
was  issued  by  submittii^  the  affidavits  of  two  disinterested  dtizens  to  the  effect  that 
the  apphcant  is  the  identical  person  to  whom  the  certificate  was  issued. 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  of  sncb  parent  must  be  submitted,  together  with 
affidavits  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 
person  so  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of 
marri^ie,  accompanied  by  the  final  naturalization  certificate  of  the  husband,  must 
be  submitted. 

(d)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  marriage  certificate 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
the  husband  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 
native  citizen.  Such  affidavits  should,  if  possible,  show  place  and  date  of  the 
husband's  birth. 

(e)  If  the  applicant  is  the  child  of  American  dtizens  temporarily  resident  abroad 
at  the  time  of  applicant's  birth,  he  must  famish  affidavits  of  two  disinterested 
dtizens  to  the  facte  as  claimed.  If  the  parents  are  naturalized  dtizens,  their 
citizenship  must  be  proved  as  in  (&)  above. 

(/)  If  the  applicant  has  been  honorably  discharged  from  the  Reg;ular  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as 
provided  by  section  2166,  Revised  Statutee. 

(g)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  after  one  enlistment  in  the  United  States 
Marine  Corps,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  as  provided  by  Twenty-eighth  Statutes  at  Large,  page  134. 

23.  An  application  from  a  foreign-bom  person  claiming  citizenship,  but  fiuling  to 
furnish  the  required  proof,  wUI  be  canceled.  A  declaration  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  issued  them,  or,  if  the  records  of  the  court  are  destroyed  a  new  certificate  should 
be  obtained. 

24.  Whenever  a  pereon  has  filed  with  the  Commission  proof  of  dtizenship  in 
connection  with  an  application  for  examination  it  is  not  necessary  to  file  such  proof 
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with  8  subsequent  applicafjon,  but  he  should  Btate  in  such  applicadon  the  kind,  date, 
and  place  of  examination  id  connection  with  which  he  has  furnished  proc^  of 
cilizenship. 

civiij-service  schools  ahd  institutes. 

25.  The  CommigsioD  has  no  connection  with  any  civil-aervice  school  or  institute 
doii%  business  by  correspoodence  or  otherwise,  and  has  no  information  to  furnish  in 
regard  to  such.  Thdr  repTosentatives  are  not  permitted  to  inspect  the  examination 
papers  of  competitors.  Authentic  information  in  regard  to  examinations  may  be 
obtiuned  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
tary and  without  cost. 

FIRST,  SECOND,  AND  THIRD-GIIADE  EXAMINATIONS. 

26.  For  positions  in  field  branches  of  the  service  which  require  a  mental  test  but 
do  not  require  technical  qualifications,  esaminations  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

First^rade,  or  clerical. 
Second-grade,  or  minor  clerical. 
Third-grade,  or  enbclerical. 

27.  Etlgjbles  on  the  flist  and  thlid-grade  registers  win  be  ceitUed  for  filling 
vacancies  as  they  may  occur  In  any  field  branch  in  positions  covered  by  the  ftade 
of  examination  thej  have  passed.  (See  rales  governing  certlflcatlons,  page  SI.) 
Applicants  ioi  the  first  and  third-grade  ezamlnatioiis  shonld  therefore  apply  for  "  all 
services  "  In  tlieir  applications,  nnless  there  are  one  or  more  services  In  which  they 
will  not  accept  appointment.  In  this  event  they  should  specifically  enumerate  in  thefr 
applications  Qie  services  In  which  appointment  Is  NOT  desired  in  order  Qiat  their 
names  may  not  be  certified  fOr  Qiose  services.  The  second^^de  examination  is  given 
for  the  positions  of  clerk  and  carrier  In  the  Post-OfScc  Service,  and  seldom  for  any 
other  positions. 

28.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  desired  must  be  made  in  writing;  otherwise  no  chaoge  will  be  made. 

29.  A  person  can  not  be  examined  for  more  than  ooe  grade  of  positions  on  the 
same  date  or  during  the  same  seHea  of  examinations.  A  request  for  a  change  in  the 
grade  of  examination  desired  by  an  applicant  must  be  made  in  writing  and  be 
received  by  the  district  secretary  on  or  before  the  date  set  for  the  close  of  the  receipt 
of  applications;  otherwise  no  change  will  be  made.  — 

THB  FIRST- OR AT>B,  OR  CIJIRICAI,,  VrSAMINA-flOK. 

(For  description  of  examination,  sample qoeetione,  etc.,  Beep^e24.) 

30.  The  minimum  age  limitforthisexamination  is  18  yeara;  there  is  no  maximum 
age  limit. 

31.  Application  form  1371  is  required. 

32.  This  examination  is  given  for  the  positions  of  assistant  weigher,  day  inspector, 
derk,  inspectreee,  storekeeper  (classed  as  clerk),  cashier,  deputy  officer,  gauger,  and 
sampler  (general  merchandise),  in  the  Oneloma  Service;  clerk,  office  deputy  collector, 
division  deputy  collector,  gauger,  storekeeper,  and  storekeeper-ganger,  in  tho  Int«mal- 
Bevenue  Service;  the  position  of  office  deputy  United  Stat«s  marshal,  and  clerical 
positions  requiring  similar  qualifications  in  the  services  named  and  Other  field 
branches.  Persona  deeiring  examination  for  any  of  these  positions  shouhl  apply 
for  the  "First-Grade,  or  Clerical,"  examination. 
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33.  Thia  examination  will  be  held  annnallj'  on  the  first  Saturday  in  Febniaiy,  at 
Ibe  folio wing-nacned  places,  except,  where  the  numher  ol  el^bles  on  the  register  in 
any  case  ia  sufficient  to  meet  the  needs  of  the  service, 
will  be  postponed  until  the  next  succeeding  year: 


Alabama : 

Georgia: 

Birmingham. 

Athens. 

Viukflburg. 

Dothan. 

Atlanta. 

South  Carolina: 

Augusta. 

Beaufort. 

Mobile. 

BmuBwick. 

Charleston. 

Montgomery. 

Columbus. 

Columbia. 

Florida : 

Macon. 

Florence. 

Cedar  Keys. 

Borne. 

Georgetown. 

Gainesville. 

Savannah. 

GreenviUe. 

Jacksonville. 

Key  Weat 

Missi^ippi: 

Bristol. 

Miami. 

Greenvilte. 

Chattanooga. 

Orlando. 

Gnlfport. 

Jackeon. 

Peneacola. 

Knosville. 

6t  Augoetine. 

Jackson. 

Memphis. 

TalUhaasee. 

Meridian. 

Nashville. 

Tampa. 

Hatches. 

34.  Application  blanks  may  be  secured  between  the  lat  ot  October  and  the  2d  of 
January,  either  from  the  local  secretaries  at  the  post  offices  or  customhouses  in  the 
cities  named  or  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga. 
To  receive  consideration  (or  the  Febmary  examination,  applications  must  be  filed 
with  the  district  secretary  at  Atlanta  not  later  than  the  hour  of  cloeing  business  on 
January  2.    ApplicationB  received  after  the  time  speciSed  will  not  be  accepted. 

3B.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nations at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annual  examination  in  February,  due  announcement  of  such  extra  examinations  will 
be  made  in  the  public  pres. 

36.  A  person  who  has  passed  the  first-grade  examination  for  field  branches  can 
not  take  the  same  examination  within  approximately  ime  year  of  the  date  of  the 
examination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
another  city.  (See  sec.  8  /. )  A  peison  who  fails  in  the  examination  may  take  the 
next  examination,  regardless  of  the  lime  intervening. 

THE  SBCOND-ORADH,  OR  MIXOR  CIiBRICAXi,  EXAMINATION. 

(For  description  of  examination,  sample  qnestions,  etc.,  see  p^es  B4  and  26.) 

37.  TbisexaminatioDisgivenforthepositioDSof  clerk,  and  carrierfor  city  delivery, 
in  the  Post-Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Offlce  Service,  including  dates  and 
places  of  examinationB,  will  he  found  on  pages  10  to  14,  inclusive, 

38.  Should  vacanciee  occur  in  minor  clerical  positions  ia  field  bnmches  of  services 
otherthan  the  Poet-Office,  they  wilt  befiUed  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  24,  omitting  the  test  in  readii^  addresses,  and  with 
the  addition  of  such  other  tests  as  may  be  deemed  necessai?.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced  in  the  public 
preas. 

TBB  THIRD-ORADB,  OB  STTBCISBICAIi,  ECAMUfATION. 

(For  description  of  examination,  sample  qneetions,  etc,  see  pt^es  24  and  28.) 

39.  The  minimum  age  limit  for  this  examitiation  is  18  years;  there  ia  n< 
age  limit. 

40.  Application  and  examinaUon  form  1800  is  required. 
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41.  This  examiiuUion  ia  given  for  the  poaitioae  of  atlendant,  foreman,  and  n^ht 
mepectoT  in  the  Onstoms  Service,  and  for  messenger,  watchman,  classified  laborer, 
skilled  laborer,  and  poeitionB  requiring  similar  qnalifications,  in  the  service  named 
and  other  field  branches.  (Specific  information  concerning  examinations  for  the 
podtione  of  elevator  conductor  and  messei^r  boy  will  be  fonnd  on  page  20. 
Persons  desiring  to  become  eli^ble  for  appointment  to  anj  of  these  positions, 
except  elevator  condnctor  and  messenger  boy,  shonld  apply  for  the  "Third-Grade, 
or  Snbclerical,"  enamination.  The  term  "skilled  laborer,"  or  "claasified  laborer," 
as  here  used  is  not  intended  to  embTace  the  mechanical  trades,  which  are  commonly 
referred  toas  being  skilled  labor,  fn  the  sense  in  which  it  is  used  in  this  pamphlet 
it  means  a  person  whose  dutiee  ore  general  and  miscellaneous,  below  those  of  the  . 
clerical  grade,  naoally  below  those  of  the  minor  clerical  grade,  and  above  the  grade 
of  mere  manoal  labor.  In  estabUshmente  of  the  Ordnance  Departnient  at  I^ige  many 
minor  clerical  pomtiona  are  designated  as  "skilled  office  laborer,"  which  poBitions 
are  filled  by  second-grade  examination. 

42.  The  third-grade  examination  will  be  held  annually  on  the  first  Saturday  in 
February  at  places  at  which  the  first-grade  examination  will  be  held  as  indicated  in 
section  33,  except,  where  the  nnmber  of  eligiblee  on  the  register  in  any  case  is  suffi- 
cient to  meet  the  needs  of  the  service,  the  examination  for  that  place  vrill  be  post- 
poned nntil  the  next  succeeding  year. 

43.  Application  blanks  may  be  secured  between  the  let  of  October  and  the  3d  of 
January,  either  from  the  local  secretaries  in  the  cities  named  or  from  the  secretary  of 
the  Fifth  Civil-Service  District,  Atlanta,  Cia.  To  receive  consideration  for  the  Feb- 
ruary examination  applicatdons  must  be  filed  with,  the  district  secretary  at  Atlanta 
not  later  than  the  hour  of  closing  busiiieas  on  January  2.  Applications  received 
after  the  time  specified  will  not  be  accepted. 

44.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third-grade  positions  for  which  temale  eligiblee  are  desired  exami- 
nations will  be  duly  announced  in  the  public  press. 

45.  Should  it  become  neceeaary,  to  meet  the  needs  o±  the  service,  to  hold  exami- 
nations atvny  of  the  places  named  in  section  33  or  other  places  on  dates  other  than 
that  of  the  annual  examination,  due  announcement  ot  snch  extra  examinations  will 
be  made  in  the  public  press. 

46.  A  person  who  has  passed  the  third-grade  examination  for  field  branches  can 
not  lake  the  same  examination  within  approximately  one  year  of  the  date  of  the 
examination  he  has  passed,  even  though  he  desiree  to  enter  the  examination  in 
another  city.  (See  sec.  8/,)  A  person  who  fails  in  the  examination  may  take  the 
next  examination,  regardless  of  the  time  Intervening. 

47.  Applicantefor  thethird^rade,orBubclerical,  examination  must  be  able-bodied 
and  phy^cally  capable  of  performing  manual  labor. 

48.  Male  applicants  for  the  third-grade,  or  sabclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  take  the  strength  test 
which  ia  (^ven  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists 
of  lifting  and  shouldering  125  pounds  weight  If  they  pass  the  stretch  test  in  addi- 
tion to  the  aubclerical  examination,  it  will  be  noted  on  the  r^jster  as  in  the  nature 
of  a  qualification.  If  an  appointing  officer  lequeeta  certification  from  the  third- 
grade  register  of  those  persons  capable  of  performing  heavy  manual  labor  connected 
with  a  subclerical  positftm,  certification  will  be  made  from  those  standing  highest  in 
the  educational  examination  who  have  also  passed  the  strength  test. 

INTEKNAL- REVENUE  SERVICE. 

49.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  storekeeper-ganger.  Applicantt  dundd  not  i^^y  for  tpeeific  poaitionA  Seeaeotioiu 
ee,  £7,  and  SS. 
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Mobile,  Ala. 
Monteomery,  Ala. 
Nah;hez,  Mies. 
Vicksburg,  Mise. 

St  Auguatiue,  FU. 
Talkhassee,  Fla. 
Tampa,  Fla. 


Rome,  Qa.. 
Savannah,  Ga. 
ThomaHville,  Ga, 


Memphis,  Tenn. 
Nashville,  Tenn.  {hdqre.). 


60.  Fersona  who  pass  the  examination  held  at  tiie  following-named  places  will  be 
eligiblQ  for  appointment  in  the  Intemal-Kavenue  Service  in  the  internal-revenue 
district  in  which  such  pUcee  are  located,  aa  indicat«d  below : 

The  Intemal-Bevenue  Biatrict  of  Alabama,  comprising  the  States  of  Alabama  and 
MissiBBippi ; 

Birmingham, Ala.(hdqra.).    Uattieeburg,  Mies. 
Dothan,  Ala.  Huntaville,  Ala. 

Greenville,  Miaa.  Jackson,  Mies- 

Gulfport,  Uisa.  Meridian,  Mias. 

The  latemal-Bevenue  District  of  Florida : 
Cedar  Keys,  Fla.  Miami,  Fla. 

Gainesville,  Fla.  Orlando,  Fla. 

Jacksonville,  Fla.  (hdqrs.).    Feneacola,  Fla. 
Key  West,  Fla. 

The  Intemal-Revenae  District  of  Geoi^ia : 
Athens,  Ga.  Brunswick,  Ga. 

Atlanta,  Ga.  (hdqra.).  Columbns,  Ga. 

Augosta,  Ga.  Macon,  Ga. 

The  Int«mal-ltevenue  District  of  Sontb  Carolina: 
Beaufort,  8.  0.  Columbia,  8.  C.  (hdqre.). 

Charleston,  S.  C.  Florence,  B,  C. 

The  Intemal-Kevenue  District  of  Tenneseee: 
Bristol,  Tenn.  Jackson,  Tenn. 

Chattanooga,  Tenn.  Knoxville,  Tenn. 

(For  description  of  examination,  see  page  24;  for  date  of  examination,  see  sec  33. ) 

51.  Storekeepers  and  gangers  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  aud  whose  aggregate  compensation  does  not  exceed  $500 
per  annum,  are  not  subject  to  competitive  examination. 

52.  The  position  of  messenger  in  this  service  and  other  positions  requiring  ^milar 
qualifications  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
Bubclerical,  examination.  (For  description  of  examination,  see  pages  24  and  2g;  for 
date  of  examination,  see  sec  42. ) 

CUSTOMS   SERVICE. 

53.  The  first-grade,  or  clerical,  examination  is  given  for  posiUona  in  thiseerviceae 
follows:  asBiBtant  weigher,  day  inspector,  clerk,  inspectress,  storekeeper  (classed  as 
clerk),  cashier,  deputy  officer,  ganger,  and  sampler  {general  merchandise). 

54.  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer. 

ApplUanU  for  first  or  third-grade  exaTruTUilions  ihould  not  apply  for  spedfic  potitiont. 
See  teclicms  26,  S7,  SS,  and  41- 

55.  There  are  no  positions  in  the  Cuatoms  Service  in  the  Fifth  Civil-Service  District 
which  are  filled  from  the  second-grade,  or  minor  clerical,  register. 

56.  Examinations  will  be  held  annually  for  custombouses  at  the  following-named 

Gulfport,  Miss- 
Jaoksonville,  Fla. 
Key  West,  Flu. 
Memphis,  Tenn. 
Miami,  Fla.' 
Mobile,  Ala. 
Natchez,  Miss. 

pages  24  and  28;  fordateof  examinationa,  see 


Atlanta,  Ga. 
Beaufort,  8.  C. 
Brunswick,  Ga. 
Cedar  Keys,  Fla. 
Charleston,  8.  C. 
Chattanooga,  Tenn. 
Georgetown,  S.  C. 

(For  description  of  examinations, 
sees.  33  and  42.) 


Nashville.  Tenn. 
Feneacola,  Fla. 
Savannah,  Ga. 

St.  Ai^ustine,  Fla. 
Tampa,  Fla. 
Vicksburg,  Miss. 
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67,  Eicaminatioiia  for  the  costomhonBee  at  ApkUchicola,  Fla.,  Femaodina,  Fla., 
ftnd  St.  Mary,  Ga.,  will  be  held  only  when  eligibles  are  needed,  when  doe  annonnce- 
ment  wilt  be  made  in  the  public  preea. 

68,  Examinations  for  the  poBitione  of  aesayer,  chief  or  special  deputy  collector, 
deputy  naval  ofBcer,  deputy  surveyor,  examiner  and  weigher  are  held  only  when 
eligibles  are  needed  and  will  be  duly  wmoanced  in  tbe  public  press. 

69,  The  examination  for  opener  and  packer  will  consiHt  of  the  third-grade,  or  sub- 
clerical,  subjects,  with  a  weight  of  10  per  cent;  training,  experience,  and  fitness,  60 
per  cent;  and  physical  ability,  80  per  cent  Special  credit  will  be  given  for  expe- 
rience in  opening  and  lacking  general  merchandise.  Application  and  examination 
form  1800  is  required.  This  examination  will  be  held  only  when  eligibles  are 
needed,  and  due  anDouncement  of  examinatjosa  will  be  made  in  the  public  pre». 

60.  For  most  positions  of  boatman  a  noneducational  examination  ia  given.  A  few 
such  positions  require  also  a  mental  test,  and  in  such  cases  theezamination  will  con- 
sist of  the  edncational  subjects  of  the  third^rade,  or  subderical,  examination  with 
a  weight  of  20  per  cent;  training,  experience,  and  fitness,  50  per  cent;  and  physical 
ability,  30  per  cenL  When  no  mental  test  is  required,  the  examination  will  consist 
of  the  subjects  of  training,  expenence,  and  fitness,  and  physical  ability.  When  a 
nonedacational  examination  is  given,  applicants  are  not  required  to  appear  at  any 
place  for  examination.  Application  and  examination  form  1800  ia  required.  This 
examination  will  be  held-only  when  eligibles  are  needed,  and  due  announcement  of 
examinations  will  be  made  in  the  public  press. 

61.  In  filling  vacancies  in  the  Customs  Service,  certification  will  be  made  of  the 
names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
examinations  are  held  also  at  aubporls  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  o(  those  examined  at  the  port  and  at  subports. 
Vacancies  occurring  in  customhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  elipbies  examined  at  tbe  port  and 
at  other  subports  in  the  same  customs  district. 

62.  In  the  Ciistoms  Service  women  are,  nnleas  otherwise  specified,  eligible  for 
appointment  to  the  following-named  positions  only:  deputy  collector,  deputy  sur- 
veyor clerk,  stenc^rapher  and  typewriter,  inspectress,  and  cashier. 

63.  The  minimum  age  limit  for  all  open  competitive  examinations  for  theCustoms 
Service  which  include  mental  tests  is  18  years  on  the  date  of  the  examination.  For 
examinations  which  do  not  include  mental  tests  the  minimum  limit  is  20  years. 
There  is  no  maximum  age  limit  for  either  class  of  examinations. 

POST-OFFICE  SERVICE. 

64.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  (For  description  of  this  examination  see 
pages  24  and  26. ) 

65.  Applicants  for  examination  for  appointment  to  the  Fost-Offlce  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  position  or  positions  desired.  (See  sec.  77.)  Application  should  not  be  made 
for  the  "second-grade"  or  "minor  clerical"  examination. 

66.  Application  form  1371  is  required. 

67.  Tiie  minimum  and  maximum  age  limits  tor  the  Poet-Office  Service  are  18  and 
45  years,  reapectively.  (See  sees.  8  6  and  19.)  Theage  limits  are  waived,  however, 
in  the  cases  of  persons  honorably  discharged  from  the  military  or  naval  service  6^ 
reason  of  dUabilUyrtsyiitiDg  from  wonnde  or  sickness  incurred  in  the  line  of  duty,  but 
such  persons  must  meet  the  physical  requirements  prescribed. 
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68.  Mole  Etppljcante  must  measure  not  lem  than  6  feet  4  inches  in  height,  in  bare 
feet,  and  weifth  not  teeg  tlian  126  pounds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weig:ht. 

69.  Applicants  for  the  Posl^Offlce  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Fost^ffice  Department  haa  advised  the  Commisrion  that  no 
person  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
to  the  position  of  carrier  in  the  Fost-Office  Service;  Hunchbacks;  persons  havii^ 
defectivehearing,  sight,  or  speech;  persons  blind  in  one  eye;  one-armed,  one-handed, 
or  one-legged  persons,  or  those  havii^  crippled  arms  or  legs,  or  those  suffering  from 
asthma  or  hernia.  These  defects  will  also  debar  a.  person  from  appointment  to  the 
position  of  clerk  in  the  Poat'Office  Service,  except  that  deaf-mutes  and  persons  with 
defective  sp9ech  or  hearing  may  be  appointed  to  the  positions  of  mail  clerk,  dia- 
tribnter,  and  directory  and  forwarJinji;  clerk.  Applications  from  persons  who  are  not 
entitled  to  examination  on  account  of  physical  defecte  will  be  canceled.  (Seesec.  8e 
for  physical  defects  which  will  debar  persons  from  any  examination.) 

70.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  pro- 
hibition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are 
separated  from  their  husbands  and  support  themselves. 

71.  Applicants  for  poaitiooB  in  the  Foet-Office  Service  must  appear  for  ezaminaUon 
in  the  dty  where  employment  is  desired,  and  they  will  be  eliftible  for  appointment 
only  in  the  office  for  which  examined. 

72.  Esamiaations  for  tlie  following-named  first-class  offices  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  if  the  needs  of  the  service 
BO  require.  City  delivery  service  has  been  established  at  these  offices,  and  their 
force  includes  both  clerks  and  city  carriers; 

Athene,  Ga.  Hattiesborg,  Miss.  Pensacola,  Fla. 

Atlanta,  Oa.  Jackson,  Miss.  Rome,  Ga. 

Augusta,  Ga.  Jacksonville,  Fla.  St.  Angustine,  Fla. 

Birmingham,  Ala.  KnoxviUe,  Tenn.  Savannah,  G«. 

Bristol,  Tenn.  Macon,  Ga.  Belma,  Ala. 

Charleston,  S.  C.  Memphis,  Tenn.  Spartanburg,  8.  C. 

Chattanooga,  Tenn.  Meridian,  Misa.  Taoipo,  Fla. 

Columbia,  S.  C.  Mobile,  Ala.  Victsbtu^,  Miss. 

Columbus,  Ga.  Montgomery,  Ala. 

Greenville,  8.  C.  Nashville,  Tenn. 

73.  Blank  formeof  application  maybeobt^ned  onlybetween  July  land  October  1, 
either  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga. ,  or  from  the 
local  secretary  at  the  office  where  appointment  is  desired.  Applications  most  be 
properly  executed  and  filed  with  the  district  secretaryat  Atlanta,  between  July  land 
the  close  of  business  on  October  1. 

Apphcatlons  for  the  November  esamluationB  presented  at  other  times  will  not  be 
accepted. 

74.  Whenever  extra  examinations  may  become  necees&ry,  to  meet  the  needs  of  the 
service,  due  announcement  will  be  made  of  the  dales  and  places  of  snch  examinations, 
and  also  of  the  time  allowed  for  the  filing  of  applicatioDs. 

75.  A  person  can  not  at  thesame  time  be  an  applicant  for  or  el^ble  fromexamin*- 
tion  for  more  tlian  one  first^ctasa  post  office.  Thifl  restriction  will  not  an>ly,  how- 
ever, when  an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that 
of  the  r^ular  annual  examination  in  November.  Such  extra  examinadons  will  be 
held  only  when  eligibleg  are  needed,  and  will  he  duly  atmounced. 

76.  A  person  who  pasaes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  dat«  of  the  examination  he  has 
passed.  (Bee  section  6/.)  A  person  who  fails  in  an  examination  may  take  the  next 
examination,  r^;ardleBS  of  the  time  intervening. 
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77.  For  the  foUowing-iiaiaed  offices  tlie  names  of  male  eligible^  will  be  entered  on 
only  one  register— namely,  the  "clerk"  or  the  "carrier"  register— and  male  appli- 
cants for  these  offices  mvM  indicaU  in  their  applicatiotu  whether  they  desire  the  posi- 
tion of  "derk"  or  of  "carrUr:" 

Atlanta,  Ga.  JacksonTille,  Fla.  Nashville,  Tenn. 

Augusta,  Ga.  Knoxville,  Tenn.  Savannah,  Ga. 

Birmingham,  Ala.  Macon,  Ga.  Tampa,  Fla. 

Charleston,  8.  C.  Memphis,  Tenn. 

Cliattanooga,  Tenn.  Mobile,  Ala. 

78.  A  request  for  a  chai^  in  the  designation  of  the  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
dat«  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

79.  The  name  of  each  male  eligible  for  any  post  office  in  which  both  clerks  and 
city  carriers  are  employed,  and  not  mentioned  in  section  77,  will  be  entered  on  both 
the  male  clerk  and  carrier  registem  and  will  be  certified  (considered}  in  its  order  for 
vacancies  occnrring  in  the  position  of  either  male  clerk  or  carrier  without  r^ard  to 
any  choice  of  position  expressed  by  the  eligible  in  his  application.  The  postmaster 
is  required  to  make  selection  for  the  Brst  vacancy  from  not  more  than  the  highest 
three  names  on  the  raster,  and  for  the  second  vacancy  he  shall  make  selection  from 
not  more  than  the  highest  three  remaining  which  have  not  been  within  his  reach  for 
three  separate  vacancies.  The  third,  and  any  additional  vacancies,  shall  be  filled  in 
like  manner.  An  eligible  who  has  been  within  reach  for  three  separate  vacancies  in 
either  petition  in  his  turn  may  be  subsequently  selected  tor  that  position,  subject  to 
the  approval  oE  the  Commission,  from  the  certificate  on  which  his  name  last  appeared, 
if  the  condition  of  the  register  has  not  so  changed  as  to  place  him  in  other  respects 
beyond  reach  of  certification.  The  name  of  a  male  eligible  must  have  been  within 
reach  for  three  separate  vacancies  in  a  position  before  his  name  may  be  passed  over 
in  making  selection  for  appointment  to  that  position.  Nonselection  from  one  regis- 
ter  or  declination  of  appointment  when  selected  wilt  not  affect  the  eligible's  standing 
on  the  other  register.  Appointment  from  either  register  will  remove  the  eligible's 
name  from  both  re^sters. 

SO.  In  the  Post  Office  Service  apxwintmenti  are  usually  made  to  the  position  of  snb- 
stitute  clerk  or  substitute  carrier,  Sutietitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  tirst  vacancies  occurring  in  regolar  positions. 

81.  Substitutes  are  paid  at  the  rate  of  30  cents  an  honr  when  serving  for  absent 
clerks  and  carriers,  and  they  are  eligible  for  appointment  as  aasiliary  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

S2.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Such  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
dtuly  and  may  serve  as  substitutes.  They  are  ehgible  for  appointment  as  clerks  and 
carriers  of  the  first  tn^e. 

83.  Clerlis  in  offices  of  tlie  first  and  second  classes  and  carriers  in  the  city  delivery 
servicearedividedinto  six  grades,  as  follows:  First  grade,  salary  $600;  secondgrade, 
salary  $800;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  firstKjlass  offices  will  be  ' 
promoted  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

84.  All  promotions  of  both  clerks  and  carriers  will  he  made  at,  the  beginning  of 
the  qnarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  Ko 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  bc^nning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
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quarter,  on  evidence  that  his  record  haa  been  satisfactory  daring  the  interveniog 
period.  Clerks  and  carriers  of  the  highest  grade  are  eli^ble  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

86.  Any  male  clerk  in  an  office  where  both  clerks  and  dty  carriers  are  employed 
is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  transfer 
to  the  service  of  a  clerk. 

86.  EiaminationB  for  the  following-named  second-claas  offices  will  be  held  only 
when,  eligiblee  are  needed  (due  announcement  of  which  wilt  b&  made),  and  applica- 
tion blanks  will  not  be  given  out  until  the  examinations  are  announced.  City 
delivery  service  has  been  eetablished  at  these  offices,  and  their  force  includes  both 
clerks  and  city  carriers: 


Aberdeen,  Miss. 
Albany,  Ga. 
Americas,  Ga. 
Anderson,  S.  C. 
Anniston,  Ala. 
Bartow,  Fla. 
Bainbridge,  Ga. 
Bessemer,  Ala. 
Biloxi,  Miss. 
Brookhaven,  Miaa. 
Brunswick,  Ga. 
Chester,  S.  C. 
Clarksdale,  Miss. 
Clarksville,  Tenn. 
Cleveland,  Tenn. 
Colombia,  Tenn. 
ColmnbuB,  Miss. 
Coidete,  Ga. 
Oorintli,  Miss. 
Dalton,  Ga. 
Dawson,  Ga. 
Decatur,  Ala. 
DeLand,  Fla. 
Dothao,  Ala. 
Dublin,  Ga. 
Ensley,  Ala. 

87.  At  the  following-named  offices  city  delivery  si 
and  their  force  includes  clerks,  but  not  city  carriers, 
will  be  held  only  when  eligiblee  are  needed  and  will  be  duly  announced,  and  appli- 
cation blanks  will  not  be  distributed  until  such  announcement  is  made: 


Eufaula,  Ala. 

Fit^^rald,  Ga. 
Florence,  Ala. 
Florence,  S.  C. 
Oadsden,  Ala. 
Gwnesvillej  Fla. 
Gwieeville,  Ga. 
Georgetown,  8.  C, 
Greenville,  Miss. 
Greeneville,  Tenn. 
Greenwood,  Miss. 
Greenwood,  8,  C. 
Griffin,  Ga. 
Gulfport,  Mis8. 
Hamman,  Tenn, 
Enntsvitle,  Ala. 
Jackson,  Tenn. 
Johns(Hi  City,  Tenn. 
Key  West,  Fla. 
Ia  Grange,  Ga. 
Laurel,  Miss. 
Laurens,  8.  C. 
Marietta,  Ga. 
Miami,  Fla. 
Milledgeville,  Ga. 
Morristown,  Tenn. 


Murfreesboro,  Tenn. 
Natchez,  Miss. 

Newberry,  8.  C. 
Newnan,  Ga. 
Ocala,  Fla. 
Opelika,  Ala. 
Oraogeburg,  S.  C. 
Orlando,  Fhu 
Palatka,  Fla. 
Quitman,  Ga. 
Bockhill,  8.  C. 
St  Petersburg,  Fla. 
Sumter,  8.  C. 
Talladega,  Ala. 
Tallahaasee,  Fla. 
Thomaaville,  Ga. 
Tifton,  Ga. 
Troy,  Ala. 
Tupelo,  Misa 
Tuscaloosa,  Ala. 
Union  City,  Tenn. 
Valdosta,  Ga, 
WaycrosB,  Ga. 
Weet  Pomt,  Miss. 
Yazoo  City,  Miss. 


■  Abbeville,  S.  C. 
Aiken,  8.  C. 
Andalusia,  Ala. 
Apalachicola,  Fla. 
Athens,  Tenn. 
Barnesvllle,  Ga. 
Bennettsville,  8.  C. 
Brownsville,  Tenn. 
Camden,  S.  C. 
Canton,  Miss. 

[Gth  Dlst] 


CarroUton,  Ga. 
Cartersville,  Ga. 
Cedartown,  Ga. 
Cheraw,  8.  C. 

Clinton,  8.  C. 
Covington,  Tenn. 
Cullman,  Ala. 
Dikrlington,  S.  0. 
Daytona,  Fla. 
Demopolis,  Ala. 


Douglas,  Ga. 
Dyersbuig,  Tenn. 
Elberton,  Ga. 
Fayetteville,  Tenn. 
Fernandina,  Fla. 
Fort  Myers,  Fla. 
Fort  Valley,  Ga. 
Franklin,  Tenn. 
Gatfney,  8.  0. 
Gallatin,  Tenn. 
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OncnTille,  Als.  Harion,  S.  C. 

Grenada,  Mist.  Haitin,  Tenn. 

HawkinsriUe,  Ga.  HcOomb,  Miaa. 

H0U7  Springs,  MiB.  Hooltrie,  Ga. 

Hmnboldt,  Teon.  Puis,  Teun. 

JeUico,  TenD.  Plant  Qty,  FU. 

KinemiDee,  FU.  Pnbski,  Tenn. 

Uke  City,  Fla.  Qamcy,  FU. 

I^keUod,  FU.  Sanfoni,  FU. 

Lebanmt,  Tenn.  ShelbTTille,  Tenn. 

Live  Oak,  FU.  Springfield,  Tenn. 

88.  It  is  the  policy  of  the  Paet<ffice  Department  to  fill  vftcandes  occurring  In  the 
poritioo  of  anUtant  poetmaster  in  firat  and  second-cUsa  post  officea  by  the  promotion 
or  tranafer  of  competent  persomi  who  ate  ab>eady  employed  in  the  aenrice. 


fitelwboro,  Gk. 
Trenton,  Tenn. 
ToUahcMna,  Tens. 
Union,  8.  C. 
Waahington,  G«. 
Water  Valley,  Hin. 
West  Falmbeach,  FU. 
Wert  Point,  G«. 
Wincheeter,  Teou. 


69.  CUrical,  minor  clerical,  and  eubcleriotl  poeitiona  in  field  brancbea  of  the  Cob- 
todian,  the  Immigration,  the  Steamboat' Inspection,  the  li^thonee,  and  the  Marine- 
Hoepital  Service;  in  penmon  agenciefl  and  the  navy  yard;  in  Bureau  of  Animal 
Industry,  Weather  Bureau,  Engineer  Department  at  L^ige,  Ordnance  Department  at 
large,  and  Qoartermaeter'H  Department  at  Large  establiahments,  and  other  field 
brancbea,  ore  filled  by  certification  from  appropriate  registers  ealabliahed  from 
a  for  these  grades  as  described  in  sections  26  to  48,  inclnsiTe. 


ENGINEER  DEPARTMENT  AT  LARGE. 

90  The  headquarters  of  the  United  States  engineer  districts  in  the  Plfth  Civil- 
Service  District  are  located  at  Charleston,  S.  C;  Chattanoc^a,  Memphis,  and  Nash- 
ville, Tenn.;  Jackaonville,  FU.;  Mobile andMontgomery,  AJa.;  Savannah, Ga. ;  and 
Vickaborg,  Miaa. 

EDTT  CATION  AL  EIXA  MITT  ATI  ONS. 

91.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenc^- 
rapher,  typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  snb- 
clerical  positions,  including  elevator  conductor,  messenger,  messenger  boy,  akilled 
Uborer  and  watchman,  are  filled  by  certification  of  eligibles  by  the  secretary  of  the 
Fifth  Civil-Service  District  at  Atlanta.  Of  these  positjons,  those  of  the  clerical  and 
snbclerical  grades,  except  elevator  conductor  and  messenger  boy,  are  filled  from 
recisters  resulting  from  the  first  and  third  grade  examinations  described  on  pages  6 
to  8  of  this  publication.  Information  concerning  the  stonographer  and  typewriter, 
elevator  conductor,  and  messenger  boy  examinations  will  be  found  on  pages  18  and 
20.  Eiaminations  for  copyist  draftsman  and  mechanical  apprentice  draftsman  will 
be  held  only  when  eligibles  are  needed,  due  announcement  of  which  will  be 
made.  The  district  secretary  will  furnish  information  concerning  the  bookkeeper 
examination. 

92.  Eiaminations  for  other  positions  which  require  mental  tests  are  announced 
by  the  Civil  Service  Commiedon  at  Washington  as  the  needs  of  the  service  demand. 
Due  notice  of  such  examimitions  is  given  in  the  public  press. 
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NONEDTTCATIONAL  EXAMINATIONS. 

93.  Tbis  class  includea  mechanical  trades  and  similar  positiona.  Vacancies  in 
BDcb  positions  are  filled  from  registers  established  by  the  local  boards  of  examiners 
for  the  EngineerDepartment  at  Large,  under  the  supervision  of  the  district  secretary. 

94.  Separate  local  registers  are  maintained  for  the  headquarters  of  each  engineer 
district.  Where  employeesare  needed  in  connection  witli  engineering  work  at  points 
outside  the  immediate  vidnity  of  the  headquarters  of  the  dmtrict,  separate  registers 
are  maintained  for  such  poeitioaa  aa  the  servics  may  need.  Registers  show  the 
particular  branch  of  the  mechanical  trade  in  which  the  eligible  may  be  experienced, 
and  selection  may  bo  made  of  the  highest  three  eligiblea  who  have  had  experience 
in  that  particular  branch  of  the  trade.  For  instance,  the  carpenter  register  may 
contain  the  names  of  stair  builders,  ship  carpenters,  bridge  carpenters,  etc.  Registers 
are  established  quarterly  or  more  frequently  i(  the  needs  of  the  service  require. 

95.  Application  and  examinatioa  form  1800  is  required  and  may  be  obtiuned  at 
any  time  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga.,  or  from 
the  secretary  of  the  local  engineer  hoard  at  any  of  the  places  named  in  section  90. 
Applications  sbould  be  filed  with  the  secretary  of  the  local  engineer  board  at  the 
headquarters  of  the  engineer  district  ia  which  employment  is  desired. 

96.  Vacancies  occurring  in  the  Engineer  Department  at  Large  in  noneducational 
positions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  additional  information  concerning  noneducational  positions  see  page  20.) 

ORDNANCE  DEPARTMENT  AT  LAROE. 

97.  The  only  establishment  of  the  Ordnance  Department  at  Large  in  the  Fifth 
CSvil-Service  District  is  at  Augusta,  Ga. 

EDUCATION  All  HSAMINATIONS. 

98.  Clerical,  minor  clerical,  and  subclerical  positions  in  this  service  are  filled  from 
registeiB  reeultii^  from  the  first,  second,  and  third -grade  examinations  described  on 
pages  6  to  6  of  this  publication.  Persons  takii^  the  second-grade,  or  minor  cleri- 
cal, examinatioa  may  also  take  the  optional  subject  of  typewriting  in  connection 
therewith.  The  position  of  skilled  office  laborer  is  filled  as  a  result  of  this  exam- 
ination. Information  concerning  examinations  for  the  positions  of  stenographer 
and  typewriter  and  messenger  boy  will  be  found  on  pages  18  and  20,  respectively. 

99.  Examinations  for  other  positiona  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  are  duly  announced  in  the  public  press. 

NONBDTTCATIONAE.  EXAMINATIONS. 

100.  This  class  includes  mechanical  trades  and  similar  positions.  Vacancies  in 
these  portions  are  filled  from  roisters  established  by  the  local  boards  of  examiners 
for  the  Ordnance  Department  at  Large. 

101.  B^psteis  are  established  quarterly,  or  more  frequently  or  less  frequently,  as 
the  needs  of  the  service  require.  The  secretary  of  the  local  board  will  suspend  the 
receipt  of  applications  tor  any  position  for  which  there  may  be  no  present  need  of 
eligibles,  and  examination  for  that  podtion  will  be  specially  announced  when  there 
may  be  need  of  eligibles. 

102.  Application  and  examination  form  1800  is  required  and  may  be  obtained  at 
any  time  either  from  the  secretary  of  the  Fifth  Civil-Service  District,  Atlanta,  Ga., 
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or  the  secretary  of  the  local  board  of  examiners  st  the  ordnance  eetablislynent.    Ap- 
plications should  be  filed  witti  the  secretary  of  the  local  board. 

103,  Vacancies  occurring  in  the  Ordnance  Department  at  Large  in  noneducational 
positions  that  are  like  in  their  requirements  to  similar  poaitionB  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  regiatera  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist 

(For  additional  information  concerning  noneducational  examinations  see  page  20.) 

TTN^KIUiED  IiABOR. 

104.  For  informatjon  concerning  the  position  of  unskilled  laborer,  application 
should  be  made  to  the  board  of  labor  employment  at  the  ordnance  eslabtishment. 
General  information  concerning  unskilled  labor  in  Federal  offices  and  establish- 
ments will  be  found  on  page  21  of  this  publication. 

QUARTERMASTER'S  DEPARTMENT  AT  LARGE. 

n  the  Fifth  Qvil- 

Fort  Moultrie,  S.  C.  Fort  Barrancas,  Fla. 

Fort  Fremont,  8.  C.  Fort  Morgan,  Ala. 

Fort  Dade,  Fla.  Fort  McPherson.  Ga. 

Fort  De  Soto,  Fla.  Fort  Oglethorpe,  Ga. 

EDUCATIONAL  EXAMINATIONS. 

106.  Vacanciea  occurring  in  clerical,  minor  clerical,  and  subclerical  poaitions  are 
filled  by  certification  from  rcgisterii  resultii^  from  the  first,  second,  and  third-grade 
examinations  described  on  pages  0  to  8  of  this  pamphlet.  Examinations  for  other 
positions  which  require  mental  tests  are  held  as  the  needs  of  the  service  reqnire. 


b  EXAMINATIONS. 

107.  This  class  includes  mechanical  trades  and  similar  positions.  Applications  for 
the  following-named  positions  may  be  filed  at  any  time: 

Blacksmith.  Marine  fireman.  Plumber. 

Carpenter.  Master.  Stationary  steam  engineer.' 

Marine  steam  en^nneer.  Pilot.  Stationary  fireman. 

108.  Application  forms  may  he  obtained  from  and  should  be  filed  with  the  secretary 
of  the  Fifth  Civil-Service  District,  Atlanta,  Ga. 

109.  The  ^e  limits  for  examinations  for  mechanical  trades  and  similar  positions 
in  the  Quartermaster's  Department  at  Large  arc  as  follows;  Men,  minimum  20,  maxi- 
mum 50;  women,  minimum  18,  maximum  50.  The  age  limits  are  waived  in  cases 
o(  persons  honorably  discharged  from  the  military  or  naval  service  by  Teason  of  vMunds 
received  or  eickn^ii  incurred  in  the  line  of  duty. 

110.  Application  and  examination  form  1800  is  required.  Applicants  who  desire  to 
apply  for  examination  for  more  than  one  position  must  file  a  separate  appUcation  for 
each  position  desired. 

111.  Applicants  fur  these  examinations  may  sign  their  applicationa  by  mark  if 
unable  to  write. 

112.  Applicants  for  the  posttions  of  marine  steam  ei^neer,  master,  and  mate 
shoold  give  in  their  applications  the  names  and  tonnages  of  the  vessels  upon  which 
they  have  been  employed  and  submit  with  their  applications  licensee  or  certificates 
from  the  propersteamboat  inspectors  showing  the  grade  and  character  of  the  licensee 
held  by  them. 

11  Include  mental  tests  II  the  salary  la  more  than  tSOO  per  annom. 
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113.  B«^eter8  will  be  eeUblished  qnartetly,  or  more  frequently  If  the  needs  of  the 
service  require.  To  receive  consideration  for  a  certain  quarter,  applications  must  be 
filed  in  complete  form  with  the  district  secretary  not  later  than  the  15th  of  March, 
Jane,  September,  or  December,  as  the  case  may  be.  The  registers  will  be  made  up 
on  or  Boon  after  the  first  of  the  next  succeeding  months. 

114.  Examinations  for  positions  other  than  those  named  in  section  107  are  held 
only  when  eligibles  are  needed,  and  applications  are  not  accepted  until  an  examina- 
tion has  been  announced. 

115.  Vacancies  occurring  in  the  Quartermaster's  Department  at  Lai^  in  nonednca- 
tional  positions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts 
of  the  service  may  also  be  filled  by  selection  from  suitable  re^^sters  for  any  part  of 
the  service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist 

(For  method  of  certification,  see  sec  168. ) 

(For  further  information  in  regard  to  nonedacational  esantinations,  see  page  20. ) 

CUSTODIAN  SERVICE. 

116.  The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Poaitions  of  the 
noneducational  class  in  this  service  are  such  ae  fireman,  janitor,  etc.  Examinations 
for  such  positions  are  held  only  when  eligibles  are  needed,  and  due  annonncement 
of  examinations  will  be  made  in  the  public  press.  When  examinationB  are 
announced,  application  forms  may  be  obtained  from  and  should  be  filed  with  the 
secretary  of  the  Filth  Civil-Service  District,  Atlanta,  Ga. 

117.  Application  and  examination  form  1800  is  required  for  noneducational  exami- 
nationa  in  the  Custodian  Service. 

118.  The  minimum  and  maximum  t^^  limits  for  noneducational  examinations  in 
the  Custodian  Service  are  18  and  55  years,  respectively.  All  honorably  discharged 
United  States  soldiers  and  sailors  of  the  War  of  the  BebelUon  will  be  admitted  to 
these  examinations  without  regard  to  the  age  limits.  The  age  limits  are  also  waived 
for  examinations  for  all  branches  of  the  service  in  the  cases  of  persons  honorably  dis- 
charged from  the  United  States  military  or  naval  service  by  rtaton  of  diialniUy  remit- 
ingfrom  woundt  received  or  fkknat  incurred  in  tlu  line  ofdvty. 

119.  Vacancies  occurring  in  the  Custodian  Service  in  noneducational  potdtions  that 
are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the  service  may 
also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the  service  in  the 
vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  further  information  concerning  noneoucational  examinations,  see  page  20,  of 
this  publication.) 

120.  Vacancies  in  double-titled  positions  in  the  Custodian  Service,  such  as  fire- 
man-watchman, watchman-fireman,  fireman-laborer,  janitor-fireman,  etc.,  are  filled 
from  appropriate  registers  of  one  title.  The  first  word  of  the  title  of  such  double- 
titled  positions  indicates  the  more  important  duties  of  the  position,  and  vacancies 
are  filled  by  noneducational  or  educational  examination  according  to  the  dutiee  of 
the  position  in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position 
of  fireman- watchman  will  be  filled  by  a  noneducational  examination  for  fireman 
(held  only  when  eligibles  are  needed),  while  a  vacancy  in  the  position  of  watchman- 
fireman  will  be  filled  by  certification  from  the  register  eetablished  as  a  result  of  the 
third-grade  educational,  or  subclerical,  examination  referred  to  on  page  7. 

121.  Examinationaforassistant  custodian-janitor  and  for  technical  positions  in  the 
Custodian  Service,  such  as  steam  engineer,  electrician,  etc.,  include  edncational 
qualifications  and  are  held  only  when  eligibles  are  needed.  For  Information  concern- 
ing the  position  of  elevator  conductor,  see  pt^  20. 
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STENOGRAPHER  AND  TYPEWRITER. 

122.  The  stoiK^rapher,  the  typewriter,  and  the  combined  atenogr^iher  and  type- 
writer esaminations  are  held  quarterly  in  January,  April,  July,  and  October  at 
various  plai:ee  throughout  the  country.  Examinations  are  held  BimultaneouBly 
for  field  poeitiona  (tbat  ie,  poaitions  outside  of  Waahington,  D.  C),  for  positions  in 
the  departments  and  offices  at  Washington,  and  for  portions  in  the  Philippine  and 
lethmian  Canal  Services.  Only  the  combined  stenographer  and  typewriters 
tion  is  given  for  the  Philippine  Service. 

123.  Applicants  are  required  to  show  in  their  applications  the  aerrice  oi 
in  which  employment  is  desired,  and  at  the  time  of  examination  each  competitor  is 
given  an  opportunity  to  indicate  the  exact  localities  in  which  lie  is  willing  to  accept 
appointment.  Those  who  indicate  a  willingness  to  accept  appointment  in  Washing- 
ton, D.  C.,  will,  if  an  eligible  rating  is  attained  in  the  examination,  have  their  names 
placed  on  the  register  for  Washington,  D.  C,  only,  unless  they  apply  for  the  Philip- 
pine or  Isthmian  Canal  Service.  Those  who  indicate  a  deeire  for  appointment  to 
poaitions  only  in,  field  branches  will  have  their  namea  placed  on  a  register  of 
eligibles  for  that  purpose.  An  eligible  may  not  have  his  name  on  the  raster  for 
positions  in  Washington,  D.  C.,  and  also  for  field  poeiliona  at  the  same  time.  A 
person  who  has  stifled  his  willingness  to  accept  appointment  in  Washington,  D.  C, 
may  also  have  his  name  placed  on  the  roister  for  the  Philippine  Service  or  the  Isth- 
mian Canal  Service,  or  both,  by  filing  a  separate  application  tor  each  additional 
service  desired  and  by  complying  with  the  additional  requirements.  Persons  whose 
namea  are  on  renters  for  field  positions  may  not  have  their  names  on  the  register 
for  the  Philippine  Service  or  for  the  Isthmian  Canal  Serviceat  the  same  time.  Appli- 
cation may  be  made  for  examination  for  the  Philippine  Service  or  the  Isthmian  Canal 
Service  or  Ixith  and  not  for  aervice  in  Washington,  D.  C,  if  desired,  A  peraon  whose 
name  ia  on  the  regisfflr  for  field  positions  may  have  his  name  transferred  to  the 
r^ist«r  for  positions  in  Washington,  D.  C.,  in  the  Philippine  Service,  or  in  the  Isth- 
mian Canal  Service,  or  vice  versa,  at  any  time  within  the  period  of  eligibility  if  there 
ia  a,  reason  for  such  transfer  which  is  satisfactory  to  the  Commission  and  the  person 
has  complied  with  the  requirements  of  the  service  to  which  transfer  of  eligibility  ia 
desired. 

124.  An  order  iasned  by  the  War  Department  requires  of  all  appointees  to  field 
branches  of  that  department  willingness  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  if  necessary.  It  is  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  his  wilt.  While  serving  in  tite  Fhilippinee,  employees  are 
given  an  increase  of  $200  per  annum  in  their  pay,  and  they  are  allowed  tnuisporla- 
tjon  expenaea.  Two  years  is  naually  the  duration  of  andi  duty.  Applicants  for 
examination  for  field  positions  should,  therefore,  indicate  at  the  time  of  esamination 
their  willingness  or  unwillingnees  to  accept  appointment  in  services  under  the  War 
Department,  and  the  lowest  salaries  they  are  willing  to  accept  while  employed  in 
the  United  States. 

125.  Form  1424,  showing  the  dates,  places,  character,  and  scope  of  the  examinations, 
and  the  requirements  for  the  various  services,  may  be  obtained  by  addressing  the 
disbict  secretary  or  the  Commission  at  Washington.  Application  forms  will  also  be 
forwarded  upon  request.  Form  304  is  required  for  all  services  except  the  Philippine; 
for  the  Philippine  Service  form  2  is  required.  Applications  maybe  filed  at  any  time 
with  the  Commission  at  Washington,  The  age  limits  for  the  various  services  are  as 
follows:  Philippine  Service,  minimum  18,  maximum  40;  Isthmian  Canal  Service, 
minimum  20,  maximum  46;  other  services,  minimum  18,  no  maximum  limit 

126.  In  filling  vacancies  in  field  positions,  certification  to  the  various  servicefl  will 
be  made  in  accordance  with  the  rules  shown  on  page  22. 
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127.  Women  are  admitted  to  the  April  tad  October  exominationa  only,  and  are  not 
admitted  to  the  eiammation  for  the  Pbilippine  or  the  Isthmian  Canal  Service. 

12S.  The  demand  for  male  stenographer  and  typewriter  eligibl«8  is  usoally  greater 
than  the  supply.    Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose 

«  prove  Batiefartory. 

DBPABTMENT  OF 

129.  All  United  States  deputy  marBbals,  except  thoee  employed  aa  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacanciea  in  this  position  will  be  filled  aa  indicated  in  the  following  paragraphs: 

130.  Vacancies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
register  for  field  services,  or  the  bookkeeper  register,  of  those  who  were  examined 
in  the  State  in  which  the  vacascy  exists.     (See  sees.  122  to  128,  inclusive,  and  172. ) 

131.  For  vacanciee  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 
exists. 

132.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner, 
□nless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  firstrgrade,  or  clerical,  examination,  including  a 
list  of  places  at  which  the  examination  maybe  taken  and  thedateof  annual  examina- 
tions, is  given  on  pages  6  and  7  of  this  publication. ) 

FOREST  CLERK,  FOREST  SERVICE. 

133.  Forest  clerks  are  employed  in  the  offices  of  the  Forest  Service  outside  of 
Washington,  D.  C.  Menonly  will  beadmitted  to  this  examination.  The  minimum 
and  maximum  age  limits  are  18  and  40  years,  respectively.  Application  form  1371 
is  required.  Applications  will  not  he  accepted  from  persons  who  have  tuberculosis 
or  other  serious  phyucal  defect. 

134.  The  subjects  and  weights  of  the  examination  on  a  scale  of  100  are:  Spelling, 
6;  arithmetic,  10;  penmanship,  5;  report-writing,  10  (all  first  grade,  see  p.  24); 
Stenography,  25;  copying  from  rough  draft  (typewriting),  15;  copying  from  plain 
copy  (typewriting),  10;  elements  of  bookkeeping,  20.  Seven  and  one-half  hours 
will  be  allowed  for  the  examination. 

135.  In  lieu  oE  a  dictation  in  stenography,  competitors  will  be  furnished  a  printed 
exercise  which  they  will  be  required  to  write  in  stenographic  notes.  The  exercise 
will  contain  330  words.  If  the  notes  are  written  in  3  minutes,  100  per  cent  in  speed 
wilt  be  given;  4  minu1«s,  90per  cent;  5  minutes,  SO  per  cent;  6  minutes,  70  per  cent; 
7  minutes,  60  per  cent;  S  minutes,  50  per  cent.  It  the  writing  of  the  notes  is  not 
completed  in  8  minatea  the  printed  exercise  will  be  taken  np  and  proportionate 
deduction  will  be  made  for  the  part  omitted  in  the  transcript.  This  exercise  will 
be  rated  on  the  speed  with  which  the  not«e  were  written  and  tiie  accuracy  of  the 
transcript. 

136.  The  forest  clerk  examination  will  he  held  as  frequently  as  the  needs  of  the 
service  require.  Application  blanks  may  be  secured  from  the  district  secretary  and 
may  he  filed  with  him  at  any  time.  When  the  examination  is  announced  all  per- 
sona having  applications  on  file  will  be  notified  when  and  where  to  appear  for 
examination. 

137.  In  filling  vacancies  in  this  podtion  preference  will  be^ven  to  persons  examined 
in  the  locality  In  which  the  vacancy  exists.  In  case  the  register  for  any  locality 
becomes  exhaosted  resort  may  be  had  to  the  register  for  another  loctdity  if  it  oontuna 
the  names  of  el^bles  available  for  the  position  vacant, 
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■ELEVATOR  CONDUCTOR. 

138.  ThepoeitionofeleT&UircoiidnctorinFederalbaildingsisfiUed by  examination 
consisting  of  the  educational  Bubjecta  of  the  third-grade  examinalion  as  shown  on 
pa%ee  24  and  28  with  a  we^ht  ot  60  per  cent,  and  training,  experience,  and  fitness 
50  per  cent. 

139.  Theminimomagelimit  forthisexaminationiB  20  years;  there  is  no  mazimaoi 
age  limit. 

140.  Application  and  examination  form  1800  is  required. 

141.  ApplicantB  for  this  examination  must  be  able-bodied  and  physicalty  capable 
of  performing  manual  labor. 

142.  In  rating  the  element  of  "eiperience"  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants 
who  have  not  had  at  least  sis  months  of  soch  experience  will  not  be  admitted  to  the 
examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experience 
must  have  been  gained  within  the  twelve  months  just  prior  to  the  dat«  ot  applica- 
tion. Applicants  must  folly  indicate  in  their  applications  the  kind  of  elevators, 
and  whether  passenger  or  freight,  npon  which  they  have  been  employed,  as  well  as 
the  length  of  their  experience. 

143.  This  examination  will  be  held  only  when  eligibles  are  needed,  and  will  be 
duly  announced  in  the  pnblic  pre«e. 

MESSENGER  BOT. 

144.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  dty  in 
ffhich,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  eubclerical,  subjects 
(seepages  24  and  28),  with  the  exception  of  the  subject  of  training,  experience,  and 
fitness,  each  of  the  five  subjects  having  a  weight  of  20  per  cent.  When  examina- 
tions are  to  be  held,  announcement  is  made  in  the  pubhc  press. 

145.  The  minimum  and  maximum  age  limits  for  this  examination  ore  16  and  18 
years,  respectively. 

146.  Application  form  1371  is  required. 

NONEDUCATIONAL  EXAMINATIONS. 

147.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  posi- 
tions which  do  not  require  a  mental  teat.  These  positions  in  the  Custodian  Service, 
the  Engineer  Department  at  Large,  the  Ordnance  Department  at  Laige,  the  Qoartet^ 
master's  Department  at  Large,  and  other  field  branches  have  been  placed  under  the 
district  system.     [See  sec.  2,) 

148.  Appropriate  examinations  are  held,  based  on  training,  experience,  and  fitness, 
and  physical  ability.  The  relative  weigMs  of  tfute  aubjecU  on  a  icah  of  100  are:  Pkytical 
abUity,  40',  training,  experience,  andJUnen,  60.  The  information  on  which  the  ratings 
are  based  must  be  furnished  bytheapplicant  in  the  applicaUon  blank.  Care  should 
be  taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufficient  baws 
may  be  bad  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered.  All  statements  relative  to  training,  experience,  and  fitness 
are  subject  to  verification. 

149.  The  method  of  rating  the  snbjecte  of  these  examinations  is  as  follows: 

(a)  Physical  ability. — An  applicant  without  apparent  physical  disqnalifi cations  is 
rated  at  98  ior  this  element.  For  physical  defect  which  may  impair  his  efficiency  in 
the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  98  according  to  the  nature  of  the  defect  or  disqualification. 

{&)  Tbaininq,  expebibncb,  and  nTNBBS. — This  subject  will  be  rated  npon  the  state- 
ments made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and 
references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  character  of 
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the  esperience  shown,  and  Bpecial  conBideration  will  be  given  experience  which  is 
coatinuoiu  and  recent. 

150.  In  any  of  these  ezaminatlonB  the  Commiffiion  may  in  its  digcretion  call  for 
snch  additional  evidence  of  qnalificationa  or  capacity  as  it  may  deem  necessary, 
but  no  recommendations  other  than  those  called  for  by  the  Commiesion  will  be 
conadered. 

151.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings;  bat  the  names  of 
persons  preferred  under  sectioD  1754,  Revised  Statutes,  rated  at  6S  or  more  are  placed 
above  all  others  who  have  not  been  allowed  such  preference. 

152.  When  such  examinations  (noneducational)  are  given,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  but  to  file  with  the  district  secretary 
folly  executed  applications  on  the  form  prescribed. 

163.  Further  inCornmtion  concerning  noneducational  examinations  will  be  fonnd 
in  this  publication,  as  follows: 

Engineer  Department  at  Large,  paf^  14. 

Ordnance  Department  at  Lai^,  pa^  15. 

Quartermaster's  Department  at  Large,  page  16. 

Custodian  Service,  page  17. 

For  information  concerning  nonedncational  positions  in  other  services,  application 
should  be  made  to  the  district  secretary  or  to  the  Civil  Service  Commission  at 
Washington,  D.  0. 

UNSKILLED  LABORER. 

i54.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern- 
ing the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are 
filled  by  registration  of  eligibles  after  a  phyacal  test  The  duties  of  men  are  those 
of  common  laborer  or  workmen  and  of  women  those  of  charwoman  or  its  equiva- 
lent. Labor  regulations  are  in  force  at  Atlanta,  Ga.,  in  the  Fifth  Civil-Service  Dis- 
trict. Examinations  are  held  annually  in  February.  Application  blanks  may  be 
obtained  from  the  board  of  latxir  employment  at  the  post  office  at  Atlanta  between 
January  1  and  February  1  only.  Applications  will  not  be  accepted  unless  filed  with 
such  board  prior  to  the  hour  of  closing  business  on  February  1. 

155.  The  minimum  and  maximum  age  limits  (or  this  position  are  20  and  60  years, 
respectively.  The  age  limits  are  waived,  however,  in  the  cases  of  honorably  di&- 
chaT^d  veterans  of  the  Civil  War  and  persons  honorably  discharged  from  the  United 
States  military  or  naval  service  by  reason  of  disability  resulting  from  wounds  received 
or  sickness  incurred  in  the  line  of  duty. 

156.  For  information  concerning  this  ponlJon  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
employment  is  desired.  Secretaries  of  local  boards  of  civil-service  examiners  at 
eetablishments  of  the  Ordnance  Department  at  Large  will  furnish  information  con- 
cerning the  employment  of  unskilled  tatxir  at  such  eslablishmentfi. 

CERTIFICATION  AND  ELIGIBIUTY. 

157.  After  the  papers  of  an  examination  have  been  rat«d  the  names  of  the  eligibles 
are  entered  on  the  register  in  the  order  of  the  average  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  persons  honorably  discharged  from  the  United  Stat«B  military 
or  naval  service  for  duabilUy  incurred  in  Vi^  line  of  duty.  The  names  of  such  persons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attiun  an  averts  percentage  of  not  less  than  65  will  be  placed  at  the  head  of 
the  eligible  register.     (See  sec.  10. ) 

158.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 
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M*TVX  lor  wbkb  b«  mftj  be  eli;fible  for  sppointmaiL  An  eligible  wiU  not  be 
ccrtifiMl  lor  Oiiof  »  vaiaiirj  in  a  pt»tk>n  paring  an  entanceMlarjknrer  than  that 
lannM]  br  bjm  in  hia  afiplication  m-eimininatioa  papas.  Appointment  to  a  poatiMi 
in  aii  J  ««rvij«  will  operate  to  remove  theriigible'a  name  faom  all  rBfjatcn  of  Ibe  grade 
frryni  wLicb  t>i«  strlectios  «m  made,  and  from  te^tFteia  oi  \owetgmin.  AppoJnt- 
iMT.ta  mar  be  made  fram  a  hifher-grade  register  lor  Sl.'utg  vacvides  in  a  lowet- 
grade  ixmitum. 

UA.  ForfiJluiKvsaDdeainthe 
of  the  oanu*  of  eVit^Uka  who  wer 
the  vacancy  occurs. 

}H2.  For  filling  Tacancies  in  th 
name*  of  the  eligiblea  examined 
wh«t«  examtnatiotiB  are  held  alec 
bif(hi#t  digihlea  will  be  certilied  < 

ItiS.  For  the  potiitioiis  of  clerk, 
rate  reKWler  if  eatablisbed  for  e 
elitriblt«  examined  for  snch  office 
aivl  carrier  regiatera  are  eatablish' 
both  clerks  and  city  carriers  an 
tered  on  both  the  clerk  and  cm 
citiea  where  city  delivery  has  not 
employed. 

184.  Certification  for'  filling  vacandee  in  the  position  of  clerk  in  the  Army  Trans- 
port Service  will  be  made  of  eligibles  who  live  in  the  dly,  or  the  vicinity  of  the  dty, 
from  which  the  transport  sails. 

ir>5.  In  filling  vacancies  ia  the  podtioQ  of  office  depnty  United  States  marshal  cei^ 
tJIIistioD  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

lf!6.  InTilling  vacancies  in  the  paeition  ot  forest  clerk  in  the  Forest  Service  prefer- 
ence will  be  given  to  persons  examined  in  the  locality  in  which  tbe  vacancy  exists. 
In  cawe  the  register  for  any  locality  becomes  exbsneted,  resort  may  be  had  to  the 
reniirter  for  another  locality  if  it  contains  the  names  ot  eligibles  available  for  the 
ponilion  va<^nt. 

167.  In  making  certification  for  filling  vacancies  in  tbe  positions  of  st«nographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  branches  the  regula- 
tions outlined  in  the  foregoing  paragraphs  relative  to  methods  of  certification  for 
various  services  will  apply,  so  far  as  possible. 

As  Mated  in  section  123,  each  competitor  in  stenographer 
tions  will  be  given  an  opportunity  at  tbe  time  of  his  examins 
tiesin  which  be  is  willing  to  accept  ftppointmeut.  The  nam 
(or  the  Filth  Civil-Service  District  for  field  posttions  who 
reside  outside  of  the  district  will  not  be  certified  for  vacan 
trict  while  there  are  three  available  eligibles  on  a  register 
reside  within  the  district  Transfer  of  eligibility  from  or 
another  civil-service  district  may  be  made  with  the  approi 
ries  concerned,  but  an  eligible  so  transferred  who  is  not  a 
which  transfer  ia  made  will  not  be  certified  for  appointmi 
available  eligibles  examined  and  residing  within  the  disti 
exists.  If  tbe  eligible  whose  name  is  trsoaferred  has  actua 
td  the  district  to  which  bis  eligibility  is  transferred,  he  wil 
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pneea  of  certiflcalion,  ae  having  been  examined  at  tlie  place  of  examination  nearest 
his  new  place  of  reeideDce  in  the  dvil'Service  district  in  which  euch  new  residence 
ia  located.  A  person  whose  name  is  on  the  stenographer  and  typewriter  register 
for  field  positions  may  have  his  name  transferred  to  the  register  for  positions  in 
Washington,  D.  C,  in  the  Philippine  Service,  or  to  the  Isthmian  Canal  Service,  or 
vice  vetBa,  at  any  time  within  the  period  ot  eligibility  if  there  ia  a  reason  tor  such 
transfer  which  ia  aatisfactory  to  the  Commission  and  the  person  has  complied  with 
the  requirements  of  the  service  to  which  transfer  of  eli^bility  ia  desired. 

Certification  for  the  appointment  of  stenographers  and  typewriters  in  the  offlcee 
o(  chiefs  of  field  diviwons  ot  the  Land-Office  Service  will  be  made  of  the  higltest 
eligibles  examined  in  the  civil-service  district  in  which  the  vacancy  exists,  exclusive 
of  those  examined  in  the  State  in  which  the  vacancy  exitita.  Certification  tor 
appointment  to  these  positions  in  local  land  offices  and  offices  of  surveyors-general 
will  not  he  so  made,  bnt  will  he  made  by  certifying  etigiblee  examined  in  the  city 
in  which,  or  in  the  immediate  vidnity  of  which,  the  vacancy  exists. 

168.  The  names  of  eligibles  for  Doneducational  positions  in  the  Qnartermaster's 
Department  at  Lai^  will  be  entered  on  the  roister  for  the  civil-service  district  in 
which  application  ia  filed,  bnt  preference  in  certification  will  be  given  to  eligibles 
who  are  reaidenta  of  the  district  in  which  the  vacancy  exists. 

166,  In  filling  vacancies  in  any  poeition  or  service  not  specifically  mentioned  above, 
certification  will  be  made  of  eligibles  examined  at  the  place  at  which,  or  in  the 
immediate  vicinity  of  which,  the  vacancy  exists. 

170.  Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the 
end  ot  which  time,  if  the  appointee  ia  retained  in  the  service,  eucb  retention  Is 
equivalent  to  hia  absolute  appointment.  In  the  Post-Office  Service  the  six  months' 
period  ot  probationary  appointment  b^ina  from  the  date  of  appointment  as  r^[nlaT 
clerk  or  carrier,  and  not  from  the  date  o{  appointment  as  substitoi*. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

171.  A  Manual  of  Examinations  b  is=ued  by  the  United  States  Civil  Service  C-om- 
misaion  in  January  and  July  of  each  year.  It  containa  full  information  concerning 
theregular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Railway  Mul,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  si 


172.  These  examinstiona  are  announced  from  time  to  time  as  the  needs  of  the 
service  demand  and  are  designed  to  meet  the  requirements  of  the  positions  to  t>e 
filled.  Forall  of  these  positions  eligibles  are  certified  to  vacancies  in  tlie  departments 
at  Washington  or  in  the  local  offices  in  the  vicinity  of  tbeir  places  of  residence,  or 
elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commission  may  he  required  for 
the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  B.  C,  or  the  district  secretary. 

RURAL  DELIVERY  CARRIER. 

173.  Copiee  of  the  regulations  and  other  information  concerning  examinations  for 
this  poeition  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
poetmaslera  at  offices  from  which  rural  routes  start,  or  from  the  Civil  Service  Com- 
mission at  Washington,  D.  0. 

174.  The  minimum  end  maximum  age  limits  tor  this  examination  are  17  and  65 
yean,  lewectively,  the  maximum  limit  being  waived  in  the  cases  of  honoisbly  di^- 
chatged  United  States  sojdiere  and  sailors. 

[5tb  Dlst] 


DESCRIPTION  OF  EXAMINATIONS. 


FIim-grade.orclcrl«L 
{Time  Blloned,  S  hoon.) 

Second  giadc.  or  minor  clerical. 

Thlrd-gTBdB.orBubclerical. 
(Time  allowed,  3  boun.J 

Subjeol.. 

If 

SabJecU, 

i 

Subjects. 

It 

1 

15 

10 

^'^i^lSSpt'^™""* 

5.  Coping    f^m    pl.ln 

&.  Copying    tram    plain 

■Nl 

6.  eeogntpbr    and   clvU 

S.  United  SUtes  geogra- 

B.  Training,  experience. 

"iivi 

o  Tbe  aabjeclol  readlDg  i 
oflce.  and  relative  welgnl  .  _  .  .      .         „,      . 

penmanabip,  20;  copying  from  plain  copy,  IS:  United  SlelCB  geognipb; 
*  All  slatemeDls  relaHTe  to  training,  uiperteoce,  and  fltneaa  are  aub]ci;i  u.  .crmvinjuu. 
In  the  first^rade  examinatioii  competitors  who  fail  to  obtain  a  rating  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  subjects  of  their  examinations  will  not  be  rated. 
SPECIMEN  QUESTIONS. 

FIRST-ORADB  BXAMINATION. 

1.  Spelung:  Twenty  words  of  more  than  average  difficnlty.  S.  Arithmetic: 
Fundamental  rules,  fractions,  percentage,  interest,  discount,  analyeia,  and  statement 
of  simple  account.  3.  Fbnhahshif:  Rated  on  le^bility,  rapidity,  neatness,  and 
general  appearance.  4.  Rbpdrt  wrttino:  Test  in  writing  in  letter  form  a  report, 
not  more  than  175  words  in  length,  summarizing  and  arranging  in  lexical  order  a 
series  of  facta  incloded  in  a  given  statement  of  400  to  600  words.  5.  Cofvino  and 
coRREcriNO  uanuscript:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc.    6.  Gboo- 

RAPHY  AND  CIVIL  OOVBRNMENT  OF  THB  DhITBD  StATES. 

The  following  questions  and  teets,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

ntat  Subject— SpelUi^.— spelling  H  dictated  bj  tbe  examiner.  The  wordu  are  written  bj  tbe 
competitor  in  the  blank  spacea  Indicated  on  the  first  abeet  of  the  eiamlnalion.  All  words  ahonld  be 
commenced  wltb  capital  letters.  Tbe  examiner  pronouncca  cuch  word  and  give 
competitor  la  required  to  write  only  the  word  and  not  IfA  deAnltion, 

CvUnder:  A  long  round  body.    iVontiiaarp.-  Conlaining  a  promise^  aa.  a  piomli 
Necessary  or  indispensable.    Diteeraible:  Apparent  or  visible.    OpportunUy:  AStoicouveulenttli 
itMeit/Hl;  False  or  tricky.    D^'ernHx.' Reapect  or  regard.    Ittieriioti!  Theactofplacliigln^aa,  thelnier- 

-    -  ScAmMfcuJv'Acltyofthe 

Cbneed- 
aa,  of  royal 


!.  Ettential: 


to  facilitate 


FacUUate;  Toi 

United  State*.    A(fjacenl;  Lying  near  or  bordering  on,    Soarntii 

ing:  Yielding  or  giving  np;  as,  conceding  a  point.    Lineage:  Lli 

lin<?sge.  Deleterious; HHrmfuloclnJurioua:aa.dele[erioualohee]th.  .HoriamloL-Onalevel.  Patrit 
An  estate  inherited  from  one's  lather.    Cettificate:  A  written  testimony;  aa.amarriage 
Eaermir;  A  place  of  storage;  as.  a  wetor  reservoir.    PHvUege:  A  right;  as,  the  privilege  of  voting. 

Second  Subject— AilttuneCtc— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "  Ans,"  after  it. 

1.  This  question  comprUee  a  test  In  adding  numbers  eroeswise  and  lengthwise.  There  are  nsually 
three  columns  of  about  twelve  numbera  each  lo  be  added.  2.  DividelTA  by  7},  multiply  the  qnotlent 
bySI,  and  to  the  product  add  0.0907  01214.6.  3.  A  father  Invested  asufflclentaum  of  money  In  Masea- 
Chnsetts  flves  at  07),  brokerage  )  per  Gent,  to  give  hia  aon  an  annaal  Income  of  11,200,  What  was  the 
aum  Invested?  4.  The  appropriation  for  tbe  ClvU  Service  Cummisalon  (or  the  fiscal  year  ended 
June  SO,  1807,  waatB8,B40.  During  that  year  60,000  persons  were  examined.  II  M  pet  cent  ol  this 
number  failed  to  pass,  and  17i  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
cost  to  the  Oovemment  ol  each  appointment?  A.  On  April  1,  1904,  Amos  Ward  owed  Qravea  &  Coon 
loe.OO  on  accDUUt.  April  i  he  sold  them  SB  barrels  potatoes  at  )2.75  per  barrel,  April  «  he  gave 
tbem  a  draft  upon  Ban  Francisco  fottl.SW.  wblub  they  accepted  at  1  per  cent  discount,  April  8  they 
sold  Ward  BM  bushels  com  at  S4|  cents  per  bushel.  April  IS  they  bought  of  him  2,960  feet  lumber  at 
tl.'.%  per  hundred  feet.  April  is  Ihey  sold  bim  M(  dozen  chairs  at  90  cents  each.  April  21  Ward 
bought  ol  them  1,260  KggH  at  U  cents  per  doien.  April  w  he  gave  tbem  a  note  tor  tl.B2D,  due  In  sixty 
[Stb  Plst,]  i:,;-,-n;-,  v_ii,-i,rvii^ 


dars.  April  29  he  bought  of  them  2.(190  pouuda  ba]i  at  IIG  a  too.  Uokeaa  Itemized  MaMment  ol  the 
■hove  accouDt  M  It  ahould  appear  taken  (rom  the  boolu  of  Ward;  make  a  proper  heading;  close  the 
eceounl;  and  bring  down  the  balance  aa  it  ehould  have  appeared  May  1, 1904. 

Tblid  Subject— FeaiiiaDsblp.—Tbc  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  eurrecinees  and  unKormity  In  the  fonm   ' 
words,  letters,  and  punctuation  marks  In  the  eierciseof  the  fourth  subject— report  vrltlDg. 
ticDlar  Btyle  of  penmanship  Is  preferred. 

Fourtb  Subject— Report  WrlUiig.- In  this  exercise  the  competitor  Is  glTen  a  loose  atatei 
facta,  WO  to  GOO  words  in  length,  which  he  is  to  summarize  and  arrange  into  a  logical  and  complete 
report  in  the  form  of  a  lettei  of  not  more  Iban  ITS  words.. 

This  exercise  Is  designed  to  test  the  compelilor'a  knowledgeof  simple  English  campoaillon  and  hla 
general  Inlelligence.  In  rating  the  report.  Its  errors  of  torm  and  address,  apelllng,  capitaltzalioD. 
punctuation,  syntax,  and  style,  and  the  arrangement,  conciaeneaa.  and  oompleteneas  ol  the  report 
are  considered. 

Flttb  Sablect — Copying  and  ConecUng  Uaniucifpt.— Spelling,  nae  of  capitals,  and  all  omissions 
and  mistakes  will  be  taken  into  cooiiideratiDn  in  rating  thie  subject. 

DlrecUonM  to  the  fompdff or.— Write  a  corrected  copy  of  the  manuscript  accompanying.  Correct  all 
■errors  In  syntax,  spelling,  puneluatton,  and  capitaliiallon;  write  In  full  abbreylated  wordu,  etc..  as 
IndldLted.  Do  not  paraphrase  the  language  of  the  copy,  or  insert,  omit,  or  modify  words,  phraaea, 
or  pnnctiiation  marks,  except  as  may  be  necessary  to  correct  errors. 

Ip^.yJ,  A^  Prr.i-  ^^A^  rL,JJIJ?^Al*^^xJ^ 

..._vaiiaii<xU2.dJu./Jau  ^!ii^  xnAduAA/:(^..zoM^£}LLuLL^ — _ 

^LA^AJUM^-LJl^ijliUyilAA^JkJiASJ^  


— iSu^^MuvvuJLCafe^ .        


mitti  Knl>f««t  O«0«Mplir«iidCMIQ<WCTtinuniaf  Hi«CnH«dBtil«fc-<lneWfcnnl.»,«nda 

r>f  lhi*iiult)ectireiinReiiKrBph)">f  tbeCniUvIHlalHinilirc  irimiUrto((iMwtl"nal|9.BniI4DrMcvnil- 
Kr«1e(M)cnphr  uibuirn  aniWT  that  lUblei:!.  CtuaRloo*  4  and  «  u*  meii'll  fOtrtramentof  Ibe 
L'lillvd  StatM.   ThtifnIlowlDKiiinlliiiu  hare  been  owd: 

4.  («)  Hnw  are JnMlcciiof  theHapreme  Court  «p|ioliit«lT  lb)  HmrnuiiiruMiMlamiu  ban  bten 
■iMed  UitbeOiniiitltiitlnniillbe  L'nltcd  Ktatex?  A.  {a)  H»m»  two  wtjMia  vUeb  sMIl  Our  benHDea 
Ib«  wlthMit  Of  fKiiitent'K  ulcnautre.  4b)  Name  the  followlns  oaclali;  SpMkar  of  tbc  KattooaJ 
HotuB  ol  ReprewnlatlTco,  Cblef  Jmtlce  iX  the  L'Dltal  M«t«,  aixl  ftecraUTf  of  HUM. 

HBCOltD-ORADB  EXAMIWATIOK. 

I.  HnuAna:  Twentjr  wordi  of  averofice  difficult)'  in  common  tue.  S.  Abitb- 
MRir:  Kiobnu!Mail'litJi>ii,mbtractioD,  mnltiplication,  ■nddivlrfonofwboUmitDbera, 
anil  <v*mmon  and  decimal  tniiiom.  S.  LnriR  wBimra:  Tort  In  the  we  of  the 
Enxliah  lanfjcnat^e  for  boainefiR  correHpondmce.  4.  Pehmamship:  Marked  on  le^' 
MJitj't  rapidity,  neatneHi,  and  general  appearance,  5>  Copriira  rtum  plain  copy  : 
An  exact  copy  irt  a  few  prinf«I  linen  in  competit/ir'i  handwriting.  6.  OnviRAPHr : 
QoMtiona  relatinK  to  the  bonnilariM  of  Htate«  and  t/>  capitalii,  laritest  dtiea,  riven  Hid 
other  hfidieM  'if  water,  and  the  1ocati'>n  hy  F^tea  of  prominent  cHie*. 

The  fnllowinK  qnefltlomi  and  testa  which  have  be«n  oaed  indicate  the  gmeral 
character  of  theae  nhjects : 

Flnt  flabjwt— flpillnic.— Hp«11it»tl''lli^(«'l>>9'theeum[nc!T.  TbewordnaTewrlUenbraieeao- 
petluir  In  tbe  blank  ajiaceiilndlauilini  the  flnl  ■huetot  tha  examf nation.  All  woni*  nhoold  beeom- 
mL'n''«'l  with  caidla]  lirtlen.  The  examiner  pmnminc««  es':h  word  and  glTeii  fU  deBolllon,  Tbe 
coin  pet  I  lor  In  reiiulrail  lo  WrlUimtrthe  word  Rnd  niittUftefinltlon. 

Oppment;  Onii  whonppiMe*:  a«, a pollllcal opponent.  PraUIenL  rheCbietE>ecnlf*eo(tbe  Doited 
Static  Ormiiuerar:  On*  who  coiU|ueni.  WholmomK  Beahhlnl;  ai,  wholenom*  food.  AehUvc  To 
(ain;  at,  tO  achieve  mcceiiii.  TnnvjuU:  Quiet  or  peai^fnl,  IMaeh:  To  aeparala  or  remorei  a«,  lo 
detachalcaflromatiook,  fi^fliriK;  Very canir-  Xiemut- Death;  •i.apenon'idacean*.  NMctabUt 
Worthr  of  notli«;  ai,  a  notlutable  ociaxlon.  HaipUiomi  KxclllDf  nupl^n;  aa,  a  auiplcloaa  drcum- 
(tonee.  nrraix:  A  nlwl  bank  of  earth.  Sapping:  Maliln(  a  DDmber  of  quick  blow*.  Language: 
Ihenpeechofapenjile;  M,  theKnKlUblBnKUiiKe.  SrlicI'iU:  Allntorlnventorr;  as, aK-hailuleol prices. 
7V'"0.'  BlnillnKor  laatealni  with  a  cord.  Vvlgar:  Loworneati.  Ooiitu:  A  way  or  track;  a*,  a  race 
coune,    Kuiur]//  A  itated  allowance  palil  tor  Knrli-c,    Chinujn:  A  dtf  In  the  Unltcl  Stala, 

Wwond  HiibjMt  Arltbiiutlc— In  nolvlndiroblcnu  Ihe  prooeaaet  nhoaUt  tM  not  merel)' Indlealed. 
but  all  the  flRUrco  DCi:i->ir>ar)'  In  nolvlng  each  problvra  ttuinUl  beslten  In  full,  Tbe  anawer  toeacb 
problem  nhoald  be  Imllealed  bf  wiitinc  "Ana."  after  II, 

I.  Ad4  the  followlnit.  anil  from  the  mm  rabtroc*  W.fWA^M  (here  will  benlven  a  abort  oolimn  ot 
tlgumi).  3.  HultlplyTAbracs,  and  divide  the  product  br  I.*!,  Holve  br  dedmala.  a,A«aRler 
oanaiwirt43]etlemor  JTpaperalnamlnule,  AI  thia  raU;,  hour  manr  hoUN will  Ittakehim  toaaiort 
(.DM  letien  and  UApoimdaot  pipcri,  arera«1nK  7  pap>in  lo  the  ponndT  4.  A  lot  which  waaMfeet 
wldoandI«irectlontrwld(urltl,MTJM,  which  wax  one-loarth  more  than  It  coat.  What  waa  the  coat 
pernqiiare  (ootT  5.  In  a  certain  mall  there  are  2H  [loand*  it  onncoaof  newapapen  weighing  at  tbe 
rale  of  Bpapcn  loerery  Joannt,    How  manji  paperaarc  therein  tbe  malll    ISoanccMl  poond. 

ThM  MnbfMt— Latter  Wfltlns-— The  competitor  1*  permllt«d  to  write  on  dlbet  one  of  iwoaab- 
Jecla  Riven.   Tbe  following  luhject  baa  been  met: 

Wrltea  letter  of  not  low  than  12S  worda.  tlvlnR  jonr  vlem  aa  lo  the  advanUgea  darfTOd  from  free 
public  tlbrarlea  In  the  principal  dtleaof  finireiate.  ThlaexercUe  ladediined  chlefljr  toteMihecom- 
petlt'ir'a  aklll  In  Dimple  Enftllab  omipoaltlon.  In  rating  the  letter.  Ila  errora  tn  finm  and  addreaa.  In 
■pel ling,  capitalization,  punctuation,  airnlax.  and  Mrle,  and  lliadbercncetotb^nibject.  will  bacon- 

Fonrth  ffubiMt-Penmaiutilp.— The  rating  on  pcnmuwhip  will  b«  determined  hy  leiclMlltr. 
rapldllr.  nealnew,  and  general  appmrani;".  and  \ir  orrei^tni-wi  and  unlformlt]'  In  the  formation  of 
wonla.  I«tli:n,  und  jriini'liiatlim  mark*  In  Iha  cxercbuofthoubjectof  copying  from  plain  copf.  No 
particular  iily\B  of  pciimarwhlp  la  p'^rlerriid, 

FMtli  Mublett-  Cupiinf  (iwni  Plain  Copr, — N.  K.— Furagrapb,  vpell.  mpliallw,  and  pnnciuaia 
prcclnelf  aa  In  cipi'.  Alt  oinlwrlona  and  mlalakm  will  be  lakvn  Intu  conalderallon  In  rating  tbfa 
aubjM^t, 

Uako  an  exact  written  copjr  of  tbe  following; 

No  recommondsUon  of  an  applicant,  eompetltor,  nr  allflble  ln*ol«lne  toy  dlncloaure  of  hi*  politi- 
cal or  relllcl'iuaiiplnlona  or  anillatbinaahallbe  rceelvi*l,  II'hI,  or  lamjd'kri'd  by  Ihe  <>mmlailon.  bf 
any  Irnard  of  examltwra,  or  by  any  nomliiallnKorappwInllniioBlcer.  In  maklag  TetDovBlaorreduc- 
tUma,  or  In  ImiiiMliiii  pnnlahmtntfordelliHfiieucyormbiconduct,  penal  Ilea  like  lb  chaiacler  aball  b« 
ICIh  l>lat.) 


■,Gooi^lc 


tepmed for ffke oacnHa.  uulMdon  Uwrenpoo alull  betaken  IrmpenlTeirfihe political orRUglaoi 
nftnltn*  or  ainilMliim  n(  (be  tMtaita.  A  penMi  biil'Itint  >  pnalUnn  on  the  dale  tiiid  porttton  ii 
riaiminta  tUHlertlie  c<TllHKTTk«  art  ulull  Secotiil^  i»*l]  (be  rlchuuid  U-nellu  pi-nvened  bTpn- 
wiu  nf  the  Nuiw  eliM  r>T  gn/k  tpfnAnuA  apnn  cxainf nm  km  under  th«  provlitniM  rif  old  act. 

Mfctt  »■>!»«»  0«H**>lg'— >•  B^'^i^olpetBoW  «i»  ca'iltoMd  not  lo  naeed  the  n!ijii»wiii™u  o* 
Die  qoMUooa  Id  their  annisf^  u  tb«  full  Tslu*  of  a  polut  wlJl  beebaiged  tor  each  Incofnct  polDt  in 

1.  Same  Sialen  (or  Terrltorlei.  If  anr).  m  follcFWi;  Two  mbiih  Nnder  Florida  on  the  north;  two 
which  border  C<*irado  on  the  aortb;  two  which  binder  Hew  York  on  tte  eaat:  two  wUch  bolder 
WlaeofMta  on  tba  wot;  on*  which  biinWtt  On^oo  on  the  north;  one  which  bordeia  Kew  Hampahlre 
ontheeaat.  3.  Name:  TbetwoUrKiMrlTenirhii'hboTdn'on  KeoUiokj;  the  two  latEeM  lakta  which 
borda  OD  U IcUfao;  the  (wo  Urgent  MinniLi  on  the  coartol  Konh  Canjliiifl;  the  (wo  bodies  of  water 
which  the  Hlaffaia  Hirer  cnDnnTt>:  a  tiTtr  which  boideia  on  Nerada.  (h«  itret  oa  which  Onuh*  la 
iiitaated.  3>  (a)  Hame  Ott  ea[>IUl  of  each  ol  the  follmlng-naaied  Slatea  (or  Terrttoria.  if  an;i: 
WaaUnRton.  Hlchlwui,  Arkanna*,  Uarrland,  UanachuetU:  (b)  NunethemoaipoiiulDascltTineach 
o(  (he  followlmt-named  Ht«l™  lor  Terrluirtis.  II  any):  PennnjltaniB,  Otegon,  Vermont,  Lcuuiana. 
Illlnol*.  4.  In  what  Male  (m  Ti^rrjtory,  If  toji  li  uch  of  the  following-aanied  pnnmoeul  cili» 
located;  Anherllle,  Trinidad,  Aiaatcrdaia.  Flndlaf.  Lpicbbais,  Sedalla,  Walla  Walla.  Keene.  HaccHi, 
Huperior, 

Sereatb  fliib]eet— Beadtng  Addreetea  (PoaUt).— Thia  eierdae  conalata  of  the  reading  of  a  Dom- 
ber  ot  wrlllen  adilrtum,  which  are  pholoUthograpbed  on  one  aheet.  A  second  abeet  Is  famished, 
which  conlalni  (he  Mine  addmneii,  theae  addrene*  being  printed  and  containing  errora  of  omission, 
aabaUlntfcni.  or  tnaertlon.  The  competitor  la  reqaiied  to  Indicate  the  erron  In  each  printed  addras 
by  nndeiMorlng  with  a  peneU,  (hna,  aa^~,  any  portion  o(  a  printed  addien  which  la  not  a  correct 
copy  of  tbc  written  address,  and  by  a  caret,  thos,  a.  any  omllled  woKU,  flgnres.  or  loitials.  Words 
abbmlatWI  in  the  wrtlten  address,  bat  prlated  In  fait  la  the  printed  addroM,  arc  regarded  u  correct. 
If  the  correct  words  are  prtoted.  DKIereQoea  In  ponctuatlon  or  capllaliniion  are  not  r^aided  •■ 
emm.    The  Utoa  allowed  will  be  limited,  and  the  nUlog  will  be  delermlned  on  acmrac;  only. 

The  firilowii^  are  lllnatradons  of  the  method  which  shoald  be  pursued  in  indicating  errovE 


/^.  xrJi-zzvt, 


FKINTKD  AI>DRE8ft~WITII  EKROBS  NOTED. 


j;p- ^;^:Z,^,,^~-^,  ^t£:^^s^^ 


PKINTED  ADDRE88-WITH  ERRORS  NOTED, 

Ma^M  A  A.^,  Chanaler, 
Fwt  ThompaoD,  Alden  CoiintT.  Alabama. 


ii.Gooi^Ic 


THIRD-ORADB  BXAMINATION. 

1.  BpHLLiNQ!  Twent}' Bini pie  words  in  onlinary  ute.  2.  AniTnuimr:  RmbntCM 
addition,  Bubtraction,  multiplication,  and  division  ot  whole  numbora  and  of  Uiiluid 
HtaUis  money.  8.  Lbttbr  wbitinoi  Test  in  the  uh  of  the  I'^iigliib  ionituaiiu  lor 
bosinesa  correspondenco.  4,  Pinhanbiiip;  Marked  on  legibility,  rapidity,  neatnuu, 
and  general  appearance.  8.  Coi>riNa  prom  i'i.AtN  i:oi'V;  An  uxnct  c»[iy  of  a  fow 
printed  linefl,  In  competitor's  band  writing.    6.  Expibibncb. 

The  f  ollowtni!  questions  and  testa  which  have  been  used  IndlcntA  the  ({eneral  cliar- 
octer  of  these  subjecU: 

Flnt  SubjMt— SptlUnt.— Rpelllns  I*  dlatated  by  tba  axkmlnaT.  Tlio  word*  kra  wrltU'ti  by  ihu 
oompetliot  In  ihe  blank  iipitcea  iDdtOHied  on  iba  flnt  ilioet  nf  the  oxanlimiloii.  All  wordu  aliiiiild  Iw 
comnii.'n<^ct1  with  caplul  lotion.  ThesiamlnerpronouncuaoiLoli  wuni  ntid  glvimltidulltiltlon.  Tlia 
computllor  !■  lequlrod  to  wrlt«  only  the  word  und  nut  lla  deflnltlon. 

Sugar:  A  swoot  aubitaiicii  made  Irom  thu  JuIpo  of  Iha  lUmr  cane.  IHtdae;  HomethlnB  ilrim  m 
•ecuTliy.  Catkier:  Onawho  huictianfool  money  Inn  bank,  ttgurt:  A  mark  ropnMonilnirnnuoiliar. 
(Xtrrying:  <<onveylngoTtran*port<nK[nBny  way.  Breadlk  Tliamouuni  fromaldo  tuildo.  Nhcrl;  Tliu 
amountolpapeimadulnonebodyoTploca^  •a.anheotatparer.  EaiUn:  Inanoanyinaniiur.  tyimlltr: 
The  border  or  Umlu  of  a  country,  Palienec:  Tho  utate  or  quality  of  bolnipallant,  (luru:  Theaiitut 
TueMinK:  M,tOK"Biiatono'iwel(ht.  Threat:  Tlioactotlhrvabinlng;  aiitomakoalbnial.  Viamnnd: 
A  precloui  Rem,  Vittt:  Tokolonoe;  oi,  to  vltlt  airland,  JUpair;  Tu  mend  oi  make  over:  oj,(o  repair 
Clolliea,  People:  Tlio  body  of  penona  compoilnft  a  nation;  oa.  tbe  Auierk'an  |>ooplu,  JU/jtiire:  Tu  Ihi 
111  need  of;  on,  to  require  money,  Oriate:  Boft  animal  tat.  Anniier;  Tu  reply  to;  aa,  (oaniweralutliir. 
Exint:  To  live;  oi,  to  exiat  In  poverty. 

SMond  Subject— Arlthmetlc—InaaWlnft problem* (tie proo«MM)hould  benotmeralylndloaM, 
but  all  the  flKurca  neoewury  In  aolvlna  each  problem  ahould  b«  glvan  In  lull.  The  amiwur  li>  uooh 
problem  thould  lie  Indicated  by  wrltlni  "Ana."  after  It. 

1,  (Thlaquuillonwl)lconaialot  a  abort  column  of  ligurea  to  beadded.)  9.  Dlvldo!l.4DN,Mlbyf  7K1. 
8.  Multiply  g,US  by  (KM,  and  Iheu  aubtroel  M,74(t.  4.  A  mumhani,  who  apenl  ttl&,  bought  M  iiniind* 
of  butter  at  90  cenla  per  pound,  M  barreli  at  applva,  at  ti.'ii  |>er  barrel,  and  apeiit  the  remainder  for 
coflee.  UowmuRhdld  heipend  forcolToel  S.  During  ilio  month  of  Auguat4U,00i)buihi'lBi)twhi'Ht 
wereahlppod  fromacoilain  port.  During  flaplomlier  STiHO  more  buah»la  wuruahlppud  Ihan  during 
Auguat.    What  woa  the  total  number  of  buaheli  ahlpped  In  the  two  monlba? 

Tblrd  Subject— Latter  WrlUof.— The  r^impolltor  U  pannlttod  to  write  on  either  one  ol  two  tub. 
Jecia  given,    Tbo  fallowing  aubject  hal  been  Died ! 

Write  a  letter  containing  not  ten  than  100  wordt  Hating  >ome  of  the  advantagea  now  darlved  by 
mankind  from  theartol  printing.  ThIaexerclM  la  deilgned  chlaBy  lo  luat  the  <^ompotltor'*  iklll  In 
almple  Engllah  compoalllon.  In  rating  the  lutur  Ita  erron  In  form  and  addroaa,  In  apelling,  oaplla]. 
laatlon,  punctuation,  aynlsx,  and  atyla,  and  lt«  adherence  lo  tba  aubject  will  be  conaldururl. 

Fourth  Subject— Fanmanahlp.— The  rating  on  penmanihlp  will  be  daturmlnud  by  luitlblllty, 
rapidity,  neatneu,  and  general  appearance,  and  by  corroctnoa  and  unifonnlty  In  the  funnatlon  of 
wordi,  lellen,  and  punctuation  marka  In  tha  axerclw  ol  the  fifth  aubject — copying  from  plain  copy. 
Mo  particular  atyle  ol  penmanalilp  I*  preferred. 

nitti  Subject— Coprlnc  trom  Plain  Copr-- N,  B,— Paragraph,  apall,  capitalize,  and  puncluate 
pteclaely  Ol  in  ibec«py.   AllomlaaiunaandmlaUke*  will  be  taken  into  conalderatlon  In  rating  thia 

Vake  an  txaci  utWcti  copv  tifihe/oUouitng: 

The  preaent  poatal  policy  la  to  carry  newapapcr*  tn  aome  caaea  free,  and  In  all  other  umm  at  much 
lower  ratoa  of  pottage  than  la  charged  for  lettora;  tbe  one  being  tut  the  public  weal,  while  IhuiHhur 
la  lor  private  benefit,    Jf  Ihe  teli;Kraph  become!  a  part  ol  the  » 
Department  to  Iranamit  lelugranu  for  the  preaa  at  much  lower  i 


As  •oon  as  practicable  after  an  examination,  the  t^pere  o(  the  competitors  are 
rated  and  the  avenge  percentafte  of  each  aKertalnetl,  and  comixititors  notified 
whether  they  pOM  or  fail.    The  following  is  a  brief  outline  of  the  nileN  for  rating: 


1,  For  each  error  in  ape) ting  When  the  oxerciae  conaii>I*  of  20  worda 

1.  Forcuh  error  in  I'opltallMtlim 

t.  For  wi-h  lalluru  to  uw  or  for  each  wrong  une  ol  the  hyplu-n  and  for  isoh  li 
dlvlaion  of  a  word  into  a  rompound  word  when  reijulri'd  lo  liu  written  nuild.. 
[Sth  IHat] 


r.'.-d:-,G00i^lc 


1,  FoTMeh  wraof  ptooMi,  produdnK  ini'nrrect  ranll,  In  prvponlon  loth*ntimber»latc|i« 

ImnJnA  vid  tnvHj  nf  ttlot lOtcloa 

1.  rordesJnikltrrorsniKotMchavMlmiiilftileelmaloriyininiiMi  (rutlion  lert IS 

1,  FaiiuKrh  error  In  I'rimpuUilioii  or  to  coprlos  from  lh«  ptiDMil  ijuflMlon  orfmtn  work to 

*.  For  minor  erron,  mrh  m  irrinif  inilirjiUon  nf  ■  contiA  jn'ictm.  incorrect  tit  tnoonilKlciil 
pllniiWMim.iniiirofitraieot  tjmtialtia  atmiftiulim.laiprovtr  orlnnimxl  AflgnsUim 

ofipartlalor  flnilronill,  etc g  la   10 

i.  Vol  Mlura  to  uluiwuark  —  rufulnA  la  mrlalhm  III  t""*'^*"!* ^  lo  TA 

auLH  ro«  SATiKd  (.rmm  WKmHo. 
In  rutins  tha  iBltur,  lu  nron  tn  form  ami  ■'l'1r«a.  tn  i^lllnft,  etfUMiatlna,  imncdutl'in,  lynt&x, 
ftiid  atyls,  nnd  It*  silberviice  to  anil  tmtnimt  of  the  mbji^l  (Iven  ara  cuiialilirnil.  nnil  lu  valu*,  In 
Ibo  Judgment  of  tha  axamlnen,  dricrmloal  on  a  Kal«»lloo, 

In  i1iiU>rmlnlni  tho  ratlni  lut  lull«r  wrlllnr  It  la  proper  lor  th*  eiamlncr  Ui  bv  Bulileil  In  a  Rcnanl 
waybrtliotollowlni  Khnne:  Bicellant.Mlii  W;  (n'Hl.tOI'iKft  [alr.WlolO;  urdlnary.  :I0  to  W:  poor, 
SO  to  M;  VatJ  poor,  U  to  It;  practlcallf  mrrtblaii,  It  to  0. 

KDLn  rOK  KJTIIKI  KWOKT  VKITIWl. 

In  mnorBl.  In  addition  to  condatnen  atxl  ivrnplrttmim  of  the  ■nmmar)',  Itiu  >wme  alamanla  will  bo 
onrulctnrnd  In  ratlni  thia  lubjart  a*  ara  ramaMarwl  In  ralln(  letter  vrltlnu,  and  thu  ratlriia  will  bo 
dfltermlnoil  upon  pracllc-altj'  tha  mme  liaala. 


PenmanihlplaraladansordlDrtollaTBlnaonaacalrof  100.  In  detdrminlnf  thn  rallnji,  laglbllltr, 
rapldltr,  nmlDSM,  ami  general  appaarani^a.  aa  wall  ••  cirreMncM  ami  iinltonnK]' In  tho  lormatlonof 
wordi,  ]ott«ra,  and  puncinatlon  mttkt,  am  rvmaidarail,  and  It  I*  pnr|«r  (or  aMmlnrn  to  ba  luldcd  In 
B  Kpnaral  way  by  ttia  loUnwlnc  anhamn:  Kcallnnl,  ID  to  W;  very  food.  Nt  to  K>;  kimkI,  SO  tu  TA;  ordi- 
nary, 7t  to  TO;  poor,  70loSh  very  poor,  OA  lo  W;  twloir  lbs  irtda  ul  "  very  poor,"  DO  to  10. 


From  100 


1.  Foreuh  voril  or  11(11  ra  omitlad,  rapaalad,  auballlnlad,  nr  Improperly  Inuniid 

9.  Foreaoh  error  In  npflllnf,  tiir  web  traria|><iiiltliin,foriiai:bn1ibrcvln(1iin  nut  In  tha  nipy.tor 
•uhfaililrel(>«4pllallH*iHnnir<1lnst(>i!opy.f'iri«Rh  (BlIurutopuni!tiuIeruKV)rdlnKtncopy, 
torMKhfallurotolndnnlmuilnBalnoopr.foreBOliarrorlnparafrapblns.BDdlorlrnvu- 
larlly  In  liilt-hand  maritln 

I.  fnl  tm;h  mlndivlilon  iit  a  word  at  Ibn  and  of  a  llni',  fur  eaiih  omlwlon  or  Improper  umi  ul 
Hid  hyphen  In  dlvldltifa  word  at  the  end  o(  n  llnu,  fiireavh  wordaltvrod,  Intorllnud,  or 
rancvlail,  foroovh  lilot  or  minor  iiraaurp,  l(  not  neat 

4.  For  any  other  ituvlatlun  Irom  iiopy  not  i:ovnriid  liy  tliu  fonvolriR,  obarvoa  are  mmlo  In  the 
dlwrallon  of  ilin  I'lamliien, 


From  100 

I.  ForiAflhermrlnapitlllnK  (only  one  nhaniflti>  Ixi  madu  for  tha  rejioatKdinlHpolllnfot  the 

qunnllalcrriini):  lor  nnoli  wnnt  onilttwl,  liiM<rti<(l,  oranlMtltulDd  wblnh  nvnldi  a  teal  or 
oaniHM  an  i-wnilnl  iihange  In  mmnlngi  lor  ralliim  to  write  any  tranapoaltloii,  lna«rtlon, 
or  Initloiiiru  ua  Indlnaliid!  Inr  raalorlnK  a  word  or  worda  [-nniinled  In  the  copy  (only  S  lo 
hnehnmi'd  (or  nvlriillUC  any  Bmil|i  o(  worda  iwinoled  together  In  copy);  for  onch  Im- 

port&nt  word  omi lied  (rnm«phrMenrolbar|ruupn(  wonla 8 

9.  For  mnkloM  any  IrAnaiKwIUon  of  a  word  nr  smnp  of  worda  not  Indicated:  for  each  abbre- 
viation; for  Irreifiilitrlty  In  leFt-hatHl  mantln  (tn  itt-h  of  thu  three  aaam  ladlcatcd  accord- 

Initio  Hravltynli'rriir) 1  toS 

>.  For  wrlthitfpnrtnllliaexnrDlMiand  thnn  (■ommcnelnii  amln;  for aljtnlnR  name S 

i,  Fnrvanlieliaiiiie  In  taiiau  or  minilH'r  whiiih  diHwiiotlivull  In  nn  error  of  ayntax  or  radical 
ubanitiiliiniennlnK  (iitlly  oneiihariiololHiRiailD  (orBUoni[Btentacquoncuo(chBngea};  lor 
eaoli  word  omlltBil,  Inaurlod,  anlnUliitKd.orniiiuitcd  which  doea  notavold  a  teat  or  cauae 
an  lumnntlal  oliaiitfe  In  niannlnm  (or  vauh  error  In  cnpltnlliatlon.  punctnallon.  Inden- 
tation, [iiiniKrnphlnB,or1ildlvl>lono(wnrdai[uT  each  Dml>ilono(  tho  hyphen,  or  for  placing 
Itnt  thflliBKlnnlnirortliii  line  Inatoad  of  at  the  end  nf  tho  preccdinft  lino  (total  charges  In 
either  fHan  not  tnexi'uiidK):  [or  atenoKraphle  poHoda  (only  one  charge  In  exorcliie);  tor 
«uib  bint,  iiai'b  word  IntBTllrind  or  canovlcd.  each  alteration  or  eraaure  11  not  neat  (not 
mors  than  Mo  lie  cbantDfl  (orany  one  Interlineation,  cancellation,  alteration,  or  eraaure); 
(ntomlttlng  an  unimportant  word  (torn  pbraie*  or  other  groupi  of  worda;  fortheomls- 

S,  For  iHiraphrriBing  tho  language  of  the  text,  aoDording  to  grkTltf  of  error Bio  loo 

[BthllUt.]  I  ,    ,-    j      v_n.ii,.w[i^ 


sd  in  theJudgmentoItbeeiamiuenaccoRlingloitsTalae 


In  latiDg  tliiB  laliject  each  ar 
on  a  ecale  ol  1<XI. 

When  theqneatlaa  requirea  in  the  anawer  a  specified  number  of  Statei,  covDtrlea.  clUea,  ilTere,  or 
bodies  of  water,  etc..  and  tbe  answer  contains  a  greater  number  than  ia  required  bj  the  question, 
each  incorrect  port  oi  point  ihail  t»cbaq[ed  the  value  ol  a  required  pan. 


The  rating  on  tbia  mbjecl  la  for  ae 
noUng  the  errora  on  the  printed  shei 
difference  between  tbe  sam  of  the  ei 


onfti.  A  charge  of  2  Is  made  for  each  error  or  omlasion  in 
compared  with  tbe  correct  written  addresses  giren.  The 
u  found  and  100  Is  tlie  rating  on  this  subject. 


;ord)ng  to  Its  value  on  a 


The  geography  will  be  rated  as  Indicated  above. 

In  TBllng,  each  answer  Hill  be  rated  In  tbe  judgment  of  the  examiners  ai 
■cale  of  100. 

When  Ihe  qneatlon  requires  In  the  answer  a  specified  number  ot  parts  o 
given  Includes  a  greater  number,  each  Incorrect  part  or  point  shall  be 
leqnlred  part. 


Bjr  order  of  tbe  CommiBsi 


),.vGoo<^Ic 
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2 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

5.  Persons  who  wish  to  take  the  ex&mmation  for  the  Poet-Office  Service  ebould  follow 
the  directiona  contained  in  this  pamphlet.  In  writing  for  application  forms  or  for 
information  the  name  of  the  examinatiaii  desired  should  always  be  stated.  The  appli- 
cation form  when  received  should  be  carefully  filled  out  in  accordance  with  the 
instructions  printed  thereon  and  mailed  withoutdelay  to  the  "Secretary,  Sixth  Civil- 
Service  District,  Cincinnati,  Ohio."  It  the  apjdicatioD  ia  received  by  the  district 
secretary  within  the  time  preecribed  for  the  receipt  of  applications,  and  the  applicant 
is  found  to  be  entitled  to  the  examination  reque^l^,  a  card  will  be  sent  to  him  in 
sufficient  time  lo  admit  him  to  Uie  examinatHm. 

6.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to  give 
their  full  poet-cdSce  oddceases,  and  in.  many  caaea  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  namea  are  plainly  and  correctly  written  and  their  pcet- 
office  addieescs  (city,  street,  and  number)  given  in  full.  A  number  of  applications 
fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  district 
secretary. 

PERSONS  WHO  SHALL  SOT  BE  EXAMINED. 

7.  Any  of  the  following  shall  be  sufficient  caose  ftH'  excluding  a  peraon  from  ezam- 
icatitm: 

(d)  That  he  is  not  a  citiien  of  or  does  not  owe  allegiance  to  the  United  States.  (See 
eec.  11.) 

(6)  That  he  is,  on  the  date  of  the  examination,  under  the  minimiifn  tr  over  the 
maximum  i^  Umitaition.    (See  sec.  21.) 

(c)  That  he  has  any  irf  the  following  defects:  Irmnity,  tubocnloeis,  paralyais, 
^tilepsy,  bUndn^,  ket  of  both  arms  ot  both  l^s,  loss  (rf  arm  and  leg,  badly  crippled 
or  defonned  haitds,  arms,  feet,  or  kgs,  uncompennted  valvular  disease  of  the  h^^ 
locomotor  ataxia,  cartcer,  Brigfat's  disease,  diabetes,  or  is  olhenrise  physicallj  dis- 
qualified for  the  service  which  he  se^is. 

(d)  lliat  he  b  addicted  to  the  habitual  nse  (rf  intoxicating  bevts^es  lo  excen. 

(«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  eecnred 
permission  for  his  examination  ftoin  the  Secretary  of  War  or  the  Secretary  ot  the  Navy, 
respectively.    (Written  permiasKm  must  be  filed  with  the  fonnal  ajqilicatkn.) 

(/)  That  he  has,  within  approximately  one  year,  pmed  dm  same  examiintaaa  hx 
which  he  again  dedm  to  apply.  This  restriction  shall  not  afiply  to  ptassts  who, 
havii^  taken  tme  annoal  examination,  desire  to  take  the  next  a 
although  a  full  year  may  not  have  efatpwd. 

(g)  That  he  has  been  dismined  from  the  Fedenl  s)  ~  ~  ~  " 
duct  within  one  year  [receding  the  date  ot  his  applicatioB.  Wbetho-  a-  ■««  an  aoj^ 
caticm  will  be  accepted  after  the  expiiatioD  of  a  year  from  a  poaiB  jti— i™<  fm^  the 
eervice  rests  with  the  Comnunon,  and  ncfa  case  ol  thb  cfaancttr  wfl  fc«  nKsdered 
on  ita  individual  merits. 

(A)  That  he  has  failed  after  probaticQ)  to  receive  absohiteappMniBtBi  to '^Fpositioo 
for  which  he  again  applies  within  one  year  frun  (he  dale  tt  the  ex|«MiDS  «■  hk  pn>- 
bstionary  service.    (See  f«c.  42.) 

(t)  That  be  has  made  a  blae  statement  in 
or  deceit  in  any  manner  coanecled  with  his  applkauon  a 
guilty  of  crime  or  infamoas  or  notoiioody  diegtaceAil  cowtnrr. 

(j)  That  he  has  been  discharged  for  desertion  fnm  the  ■  ~~ 
the  United  States  under  secdoa  199S,  Re^-ised  Stamtas. 
letb  DisL) 


■,.Googlj 


OTHER  GENERAL  INFORMATION. 


8.  The  time  of  filing  application  sometimeB  deWrmines  the  relative  pbsitioD  of  sn 
eligible  on  the  register,  as  when  two  eligiblea  have  the  aame  average  the  one  whose 
application  is  filed  in  complete  form  first  ia  placed  on  the  register  ahead  of  the  other. 

9.  Many  applicants  fail  to  execute  their  applications  properly  or  fait  in  the  exami- 
nations not  throu^  a  lack  of  knowledge,  but  lately  through  hast«  and  careleesnoea 
in  reading  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  ezerciaed  and  every  requirement  fully  complied 
with.  In  the  examinations,  while  competitors  must  complete  their  work  within  a 
prescribed  time,  tbe  time  allowed  ia  ample  for  the  careful  consideration  of  every 
question  given, 

10.  Under  Eection  28  of  the  Cilmiiul  Code  of  the  TFnlted  States  an7  false  statement 
In  an  appUoaUon,  alteration  of  a  vonchei  oi  certtflcate,  or  the  piesentatioii  to  tlie 
Comtnission  et  any  snch.  paper  Is  a  Tiolaticm  of  the  law.  A  niimbet  of  convictions  of 
persons  Entity  nndei  Oe  statute  mentioned  have  been  seemed. 

11.  All  applicants  must  make  oath  in  their  applications  to  their  United  States  citi- 
iHjnahip  or  allegiance.  In  the  case  of  a  foreign-bom  citizen  citizenship  must  be  fully 
proved  in  one  of  the  following  ways; 

(o)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
be  submitted.  If  the  certificate  is  laiued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certificate 
was  issued  by  submitting  the  aflSdavits  of  two  disinterested  citizens  to  the  effect  that 
the  applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 

(t>)  If  natur^ized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  naturalization  certificate  (rf  such  parent  must  be  submitted,  together  with  affida- 
vits of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
BO  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
riage, accompanied  by  the  final  naturalization  certiflcate  of  the  husband,  must  be 
submitted. 

(d)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  marriage  certificat« 
must  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
the  husband  (the  name  to  correspond  to  that  shown  in  marrii^  certificate)  is  a  native 
citizen.  Such  affidavits  should,  if  possible,  ^ow  jAace  and  date  of  the  husband's 
birth. 

(e)  If  the  applicant  is  the  child  of  American  citLzens  temporarily  resident  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  facte  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship  must 
be  proved  as  in  (t)  above. 

(/)  If  the  applicant  has  been  honorably  dischar^d  from  the  Regular  or  Volunteer 
Army  of  the  United  States,  and  has  rasiilcd  at  least  oat  yaar  in  the  United  States,  he 
may  be  admitted  to  citizenahip  upon  filing  petition  with  tho  proper  court,  as  provided 
by  section  2166,  Revised  Statutes. 

(?)  If  the  a^qiUcant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  yeus,  or  after  one  enlistment  in  the  United  Slates 
Marine  Cwpe,  he  may  be  admitted  to  citiEenship  upon  fiUng  petition  with  proper 
court  as  jMovided  by  twwity-eighth  Statutes  at  Lai^,  page  124. 

12.  An  application  from  a  f(Keign-b<wn  peraon  claiming  citizenriup,  but  failing  to 
furnish  the  required  proirf,  wiH  be  canceled.  A  declaration  of  intention  to  become  a 
citizen  wilt  not  be  accepted  in  lieu  ol  a  certificate  of  naturalization.     When  the 
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ori^nal  natuialization  papera  are  lost,  a  copy  ehould  bo  procured  from  tte  court 
that  i^ued  them,  or,  if  the  records  ot  the  court  are  destroyed,  a  new  certificate  should 
be  obtained. 

13.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  auch  proof 
with  a  subsequent  application,  but  he  should  state  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of   ' 
citizenship. 

14.  The  CommiBsion  is  not  responsible  tor  delay  in  the  receipt  of  applicatione. 
Applications  sent  by  mail  are  not  received  imless  postage  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  tor  the  examination  desired. 

15.  Persons  who  have  applied  for  an  esamination,  or  who  have  passed  an  exami- 
nation, should  keep  the  district  secretary  informed  of  any  change  of  poat-office  address. 
Failure  to  do  so  will  be  treated  aa  the  fault  of  (he  applicant  or  eligible.  A  request 
to  have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the 
change  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if 
educational,  the  place  and  date  of  examination. 

16.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed . 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission  to 
expedite  the  rating. 

17.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney-General, on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for 
emtmination,  it  is  foimd  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligible, 
but  his  name  will  not  be  certified  tor  appointment  so  long  as  two  or  more  members  of 
his  family  are  in  the  service. 

18.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  have  been  distribut«d  or 
received. 

19.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  can- 
celed persons  who  have  applications  on  file  will  be  notified.  In  case  of  postpone- 
ment notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  aa  soon 
as  the  date  is  determined. 

CLERK  AND  CITY  CARRIEB. 
APPLICATION  AND  EXAMINATION. 

20.  For  the  positions  o(  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  (For  description  of  this  examination  see  p^es 
10  or  12.)  Applicants  for  examination  for  appointment  to  the  Post-Office  Service 
should  apply  for  the  "post-office  clerk,"  "postrofBce  carrier,"  or  "clerk-carrier"  ex- 
amination, depending  upon  the  position  or  positions  desired.  (See  sees.  35,  36,  and 
38.)  Application  should  not  be  made  for  the  "aecond-grade,  or  minor  clerical,"  ex- 
uniifation.    Application  form  1371  is  required. 

21.  Applicants  must  have  reached  their  eighteenth  birthday,  but  not  their  forty- 
fifth  birthday,  on  the  dal«  of  the  examination.    The  age  limits  are  waived,  however, 
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in  !lie  caaea  of  persona  honorably  diacharged  from  the  mUitary  or  naval  service  by 
reaaon  ofdieability  resulting  from  wounds  received  or  sicknesa  incurred  in  line  of  duty. 
Such  persons,  however,  must  meet  the  physical  requirement  prescribed. 

22.  Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare 
feet  and  weigh  not  less  than  126  pounds  without  overcoat  or  hat;  otherwise  their 
applications  will  be  canceled.  Female  applicants  are  not  required  to  be  of  any 
specific  height  or  weight. 

23.  Applicants  for  the  PoBt-Office  Service  aiepequiredtobephysimUy  sound  and  in 
good  health.  The  Poet-Offlce  Department  has  advised  the  Commission  that  no  person 
who  is  defective  in  any  of  the  following-immed  particulars  will  be  appointed  to  the 
position  of  carrier  in  the  Poat-Office  Service:  Hunchbacks;  persons  having  defective 
hearing,  sight,  or  speech;  persona  blind  in  one  eye;  one-armed,  one-handed,  or  one- 
le^ed  persons,  or  those  having  crippled  arms  or  l^s,  or  those  suffering  from  abthma 
or  hernia.  These  defects  will  also  debar  a  person  from  appointment  to  the  position 
of  clerk  in  the  Post-Offlce  Service,  except  that  deaf-mutesand  peraona  with  defective 
speech  or  hearing  may  be  appointed  to  the  positions  of  mail  cleik,  distributer,  and 
directory  and  forwarding  clerk.  Applications  from  fwrsona  who  are  not  entitled  to 
examination  on  account  of  physical  defects  will  bo  canceled.  (Seeaec.  7  c  for  physical 
defects  which  will  debar  persons  from  any  examination.) 

24.  Women  will  bo  examined  for  the  position  of  clerk  only.  Married  women  will 
not  be  examined  for  the  Post-Office  Service;  thisprohibition,however,doeanot  apply 
to  women  who  are  divorced  or  to  those  who  are  separated  from  thefr  husbands  and 
support  themselves. 

25.  A.  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  first-class  poet  office.  This  restriction  will  not  apply,  how- 
ever, when  an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that 
of  the  regular  annual  examination  in  November.  Such  extra  examinations  will  be 
held  only  when  eligibles  are  needed,  and  will  be  duly  announced. 

26.  A  person  who  passes  an  examination  can  not  be  examined  ^aJn  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  lie  has  passed. 
(See  sec.  7/.)  A  person  yiho  fails  in  an  examination  may  take  the  next  examination 
regardless  of  the  time  intervening. 

27.  Unless  othorwise  specified  applicants  for  positions  in  the  Poet-Offlce  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  they  will 
be  eligible  for  appointment  only  in  the  office  for  which  examined.  No  change  in  the 
place  of  examination  will  be  made  unless  received  in  wilting  on  or  before  the  date 
aet  for  the  close  of  the  receipt  of  applications. 

28.  Examinations  for  the  following-named  first-class  offices  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year  if  the  needs  of  the  service  so  require. 
City  delivery  service  has  been  established  at  these  offices,  and  their  force  includes 
both  clerks  and  city  carriers: 


Akron,  Ohio. 
Alliance,  Ohio. 
Anderson,  Ind. 
Ashland,  Ohio. 
Canton,  Ohio. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 
Covington,  Ky. 
Dayton,  Ohio. 
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Ohio 
Elkhart,  Ind. 
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Blyria,  Ohio. 
Evansville,  Ind. 
Findlay,  Ohio. 
Fort  Wayne,  Ind. 
Hamilton,  Ohio. 
Hammond,  Ind. 
Indianapolis,  Ind. 
Kokomo,  Ind. 
Lafayette,  Ind. 
Lexington,  Ky. 
Lima,  Ohio. 
Lt^ansport,  Ind. 
Lorain,  Ohio. 


Louisville,  Ky. 
Mansfield,  Ohio. 
Marietta,  Ohio. 
Marion,  Ind. 
Marion,  Ohio. 
Mishawaka,  Ind. 
Muncie,  Ind. 
Newark,  Ohio. 
Newport,  Ky. 
Owensboro,  Ky. 
Paducah,  Ky. 
Piqua,  Ohio. 
Portsmouth,  Ohio. 


Richmond,  Ind. 
Salem,  Ohio. 
Sandusky,  Ohio. 
South  Bend,  Ind. 
Springfield,  Ohio. 
Steubenville,  Ohio. 
Terre  Haute,  Ind. 
Tiffin,  Ohio. 
Toledo,  Ohio. 
Warren,  Ohio. 
Youn^town,  Ohio, 
Zanesville,  Ohio, 


29.  Blank  foimB  of  application  for  tbe  annual  November  exmninationB  may  be 
obtained  only  between  July  I  and  October  1,  eil^r  troin  the  "  Secretary,  Sixth  Civil- 
Service  DiHtrict,  Cincimuti,  Ohio,"  or  frtan  the  local  secretary  at  the  <£ce  where 
appointment  is  desired.  Applications  must  be  property  executed  and  filed  with  the 
district  secretary  at  Cincinnati,  Ohio,  between  July  I  and  the  cloee  of  busineBa  on 
October  1.  AppUcations  for  Hie  November  esaml&atioiia  pMsented  at  oflier  tlmea 
will  not  be  accepted. 

30.  Whenever  extia  examinaitioDB  may  bec<nne  necessary  to  meet  the  needs  of  the 
service,  due  announcement  will  be  nuule  oi  the  dates  and  places  of  Buch  examjna- 
tioDS.  and  also  of  the  time  allowed  for  the  filii^  of  applications. 

31.  BsaminatioDBfor  the  following-named  second-clasa  offices  "will  be  held  only  irtien 
eligiblea  are  needed  (due  aononncement  of  which  will  be  made),  M>d  application 
blanks  will  not  be  given  out  or  received  until  the  exiuninations  are  announced.  City 
delivery  service  has  been  esUblisbed  at  these  offices,  and  their  foice  includee  both 
clerks  and  city  carriers: 


Ada,  Ohio. 
Alexandria,  led. 

Angola,  Ind. 
Ashland,  Ky. 
Ashtabula,  Ohio. 
Athens,  Ohio. 
Attica,  Ind. 
Auburn,  Ind. 
Barberton,  Ohio. 
Bamesville,  Ohio. 
Bedford,  Ind. 
Bellaire,  Ohio. 


Decatur,  Ind. 
Defiance,  Ohio. 
Delaware,  Ohio. 
Delphos,  Ohio. 
Eait  Chicago,  Ind. 
Elwood,  Ind. 
Foetoria,  Ohio. 
Frankfort,-  Ind. 
Frankfort,  Ky. 
Franklin,  Ind. 
Fremont,  Ohio 
Gallon,  Ohio. 


Lebanon,  Ind. 
Lebanon,  Ohio. 
Linton,  Ind. 
L<^Btt,  Ohio, 
Madison,  Ind. 
Madison vi tie,  Ky. 
Martina    Ferry, 


Bellefontaine,  Ohio  Gallipolia,  Ohio. 

Bellevue,  Ohio.  Gary,  Ind. 

Bloomington,  Ind.  Georgetown,  Ky. 

Bluflton,  Ind.  Goshen,  Ind. 

Bowling  Green,  Ky,  Greencaslle,  Ind. 


Greenfield,  Ind. 
Greenfield,  Ohio. 
Greensburg,  Ind. 
Greenville,  Ohio. 
Hartford  City,  Ind. 
Henderson,  Ky. 
nillsboro,  Ohio. 
Hopkinsville,  Ky, 
Huntington,  Ind. 
Indiana   Harbor, 


Bowling  G 

Ohio. 
Brazil,  Ind. 
Bryan,  Ohio. 
BucyruB,  Ohio. 
Cadiz,  Ohio, 
Cambridge,  Ohio. 
Canal  Dover,  Ohio. 
Celina,  Ohio. 
Chillicothe,  Ohio. 
Circleville,  Ohio.  Ind, 

Columbia  City,  Ind.    Ironton,  Ohio, 
Columbus,  Ind.  Jackson,  Ohio. 

Conneaut,  Ohio.         Jefferson  vi  Ho,  Ind. 
Connersville,  Ind.       Kendallville,  Ind. 
Coehocton,  Ohio.        Kent,  Ohio, 
Crawfordflville,  Ind.     Kenton,  Ohio. 
Crestline,  Ohio.  Lancaster,  Ohio. 

Cynthiana,  Ky.  Laporte,  Ind. 

Danville,  Ky.  Lawrencebuig,  Ind. 

32,  At  the  following-named  offices  city  delivery 
and  their  force  includee  clerks,  but  not  city  carrier 
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Ohio. 

Martinsville,  Ind. 
Marj-Bville,  Ohio. 
Mass) lion,  Ohio. 
Mayfield,  Ky. 
Maysville,  Ky. 
Medina,  Ohio. 

Michigan  City,  Ind.    Tipton,  Ind. 
Middlesboro,  Ky.        Troy,  Ohio. 
Middletown,  Ohio.      Urichsville,  Ohio. 
Mount  Sterling,  Ky.    Union  City,  Ind. 
Mount  Vernon,  Ind.     Urbana,  Ohio. 
Valparaiso,  Ind. 


Plymouth,  Ind. 
Portland,  Ind. 
Princeton,  Ind. 
Kavenna,  Ohio. 
Richmond,  Ky. 
Rochester,  Ind. 
Bushville,  Ind. 
St.  Marys,  Ohio. 
Seymour,  Ind. 
Shelby,  Ohio. 
Shelbyville,  Ind. 
Shelbyville,  Ky. 
Sidney,  Ohio, 
Sullivan,  Ind. 


Ohio. 
Napoleon,  Ohio. 
New  Albany,  Ind. 
Newcastle,  Ind. 
New   Hiiladelphi; 

Ohio, 
Niles,  Ohio. 
Noblesville,  Ind, 
North    Manchester,    Wellston,  Ohio. 

Ind,  Welisville,  Ohio 

North  Vernon,  Ind. 
Norwalk,  Ohio. 


Van  Wert,  Ohio. 
Vincennes,  Ind. 
Wabash,  Ind. 
Wapakoneta,  Ohio. 
Warsaw,  Ind. 
Washingten,  Ind. 
Washington     Court 
House,  Ohio. 


Oberlin,  Ohio, 
Oxford,  Ohio, 
Painesville,  Ohio, 
Paris,  Ky. 
Peru,  Ind, 


Wilmington,  Ohio. 
Winchester,  Ind. 
Wincheater,  Ky. 
Winona  Lake,  Ind. 
Wooster,  Ohio. 
Xenia,  Ohio. 
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will  be  held  only  when  eligibl«8U«  needed  and  will  be  duly  announced,  and  Applies 
tion  blanka  will  not  be  distributed  or  received  until  such  anaouncemeot  u  nnde: 


South  WbiUey.Ind. 
Spencer,  Ind. 
Tippec»noe  City, 

Ohio. 
TTplnd,  Ind. 
Upper     Sandusky, 

Ohio. 
WadBwortb,  Ohio. 
Waueeon,  Ohio, 
Wellington,  Ohio. 
Weeterville,  Ohio. 
Whiting,  Ind. 


AjBdia,  Ohio.  French  Lick,  Ind.  Honticello,  Ind. 

Aurora,  Ind.  Fulton,  Ky.  Montpeber,  Ind, 

Berea,  Ohio.  Geneva,  Ohio.  Mount  Gilead,Cttiio. 

Bridgeport,  Ohio.  Glasgow,  Ky.  Napanee,  Ind. 

Brookville,  Ind.  HuTodebuig,  Ky.  Nelsonville,  Ohio. 

Catletteburg,  Ky.  Jefferton,  Ohio.  New  London,  Ohio. 

Clinton,  Ind.  Lebanon,  Ky.  Notre  Dame,  Ind, 

Clyde,  Ohio.  Leetonia,  Ohio.  Ortville,  Ohio. 

Crown  Point,  Ind.  Leipsic,  Ohio.  Pomeroy,  Ohio. 

Culver,  Ind.  Ligonier,  Ind.  Port  Clinton,  Ohio. 

Cuyahoga  Falls,  Lisbon,  Ohio.  Rensselaer,  Ind. 

Ohio.  London,  CM»io.  Sebring,  Ohio. 

Danville,  Ind.  Harion,  Ky.  Someivet,  Ky. 

Eaton,  Ohio.  Miamisburg,  (Htio. 

ELIGIBILITY  AND  APPOINTMENT. 

33.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligiblee 

are  entered  on  the  register  in  the  order  of  the  average  attained.  An  average  percentage 
of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment,  except 
in  the  cases  of  persons  honorably  dischaiged  from  the  United  States  military  or  naval 
service /or  diiabilily  incurred  in  the  line  oj  duly.  The  names  of  such  persons  whose 
claims  for  preference  have  been  allowed  by  the  Civil  Service  CommisBioD  and  who 
attain  an  average  percentile  of  aot  less  than  65  will  be  placed  at  the  head  of  the 
eligible  register.  Separate  regiateia  are  established  for  men  and  women,  and  certifica- 
tion is  made  according  to  the  requisition  of  the  postmaster. 

34.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on  the 
register.  Extension  of  eligibility  beyond  this  period  is  made  in  the  discretion  of 
the  Commisdon  only  when  the  needs  of  the  service  require  it,  and  then  must  apply 
to  the  entire  Ibt  of  eligibles. 

35.  For  the  following^named  post  offices  the  names  of  male  eligibles  will  be  entered 
on  only  one  register — namely,  the  "poet-office  clerk"  or  Jlie  "post-office  carrier" 
r^istei^-and  male  applicants  for  these  offices  mud  indicate  in  llmr  applieationt  whether 
they  desire  the  position  of  "pott-ojke  clerk"  or  of  ''post-office  carrier:  " 


Akron,  Ohio. 
Canton,  Ohio. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 


Covington,  Ky. 

Dayton,  Ohio. 

Evansville,  Ind. 

Fort  Wayne,  Ind. 

Indianapolis,  Ind. 

36.  For  all  post  offices  named  ii 

each  male  eligible  will 


Lexington,  Ky. 
Louisville,  Ky. 
Newpcat,  Ky. 
South  Bend,  Ind. 
Springfield,  Ohio. 


Terre  Haute,  Ind. 
Tcdedo,  Ohio. 
Youi^town,  Ohio. 
ZanesvUle,  Ohio. 


IS  2S  and  31,  but  not  in  section  35,  above, 
mtered  on  both  the  male  clerk  and  carrier 
registers  and  will  bo  certiSed  (considered)  in  its  order  tor  vacancies  occurring  in  the 
position  of  eitber  mate  clerk  or  carrier  without  regard  to  any  choice  of  position  expressed 
by  the  eligible  in  his  application. 

37.  A  request  for  a  chaise  in  the  designation  of  ttie  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

38.  At  the  offices  named  ineection  32  citydeliveryservice  has  not  been  established. 
Their  force  includes  clerks  but  not  city  cairierH. 

3S.  The  poetmaster  is  required  to  make  selection  for  the  first  vacancy  from  not 
more  than  the  highest  three  names  on  the  roister,  and  for  the  second  vacancy  he  shall 
make  selection  from  not  more  than  the  highest  three  remaining  which  have  not  been 

[6tll  Dist.] 
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within  his  reach  for  three  separate  vacancies.    The  third  and  any  additional  vacan- 
cies shall  be  filled  in  like  manner. 

40.  An  eligible  who  has  been  within  reach  tor  three  separate  vacancies  in  either 
position  (clerk  or  carrier)  in  hia  turn  may  be  subsequently  selected  tor  that  position, 
subject  to  the  approval  of  the  Commission,  from  the  certificate  on  which  his  name 
last  appeared,  if  the  condition  of  the  register  has  not  so  changed  as  to  place  him  in 
other  respects  beyond  reach  of  certification.  The  name  of  a  male  eligible  must  have 
been  within  reach  for  three  separate  vacancies  in  a,  poeition  before  his  name  may 
be  passed  over  in  making  selection  for  appointment  (a  that  position.  Nonselection 
from  one  register  or  declination  of  appointment  when  selected  wilt  not  affect  the 
eligible's  standing  on  the  other  roister.  Appointment  from  either  roister  will 
remove  the  eligible's  name  from  both  registers. 

41.  In  the  Poet-Office  Service  appointments  are  usually  made  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  r^ular  positions. 

42.  Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the 
end  of  which  time,  if  the  appointee  is  retained  in  the  service,  such  retention  is  equiva- 
lent to  hia  absolute  appointment.  In  the  Post-Office  Service  the  six  months'  period 
of  probationary  appointment  begins  from  the  date  of  appointment  as  r^iular  clerk  or 
carrier,  and  not  from  the  date  of  appointment  as  substitute, 

PROMOTION. 

43.  Substitutes  are  paid  at  the  rate  of  30  centsan  hour  when  serving,for  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as  clerks 
and  carriers  of  the  first  grade. 

44.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Such  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
daily,  and  may  serve  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and 
carriers  of  the  first  grade. 

45.  Clerks  in  offices  of  the  first  and  second  classes  and  earners  in  the  City  Delivery 
Service  tre  divided  into  six  grades,  as  fallows:  First  grade,  salary  |600;  second  grade, 
salary  $800;  third  grade,  salary  $900;  fourth  grade,  salary  |1,000;  fifth  grade,  salary 
(1,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  firat-class  offices  will  be 
promoted  successively  lo  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

46.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  th?  Post-Office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  banning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  are  eligible  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

47.  Any  male  clerk  in  an  office  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  transfer 
to  the  service  of  a  clerk. 

ASSISTANT  POSTMASTER. 

48.  It  is  the  policy  of  the  Post-Office  Department  to  fill  vacancies  occurring  in  the 
position  of  assistant  postmaster  in  first  and  second  class  post  offices  by  the  promotion 
or  transfer  of  competent  persons  already  in  the  service. 

[atb  Dlst.] 
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RURAIi  DELIVERT  CARRIER. 

49.  Copiee  of  the  regulations  and  other  iDformation  concerning  examinations  for 
this  position  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
postmasters  at  offices  from  which  rural  routes  Btart,  or  from  the  Civil  Service  Cnm- 
miasion  at  Washington,  D.  C. 

50.  The  minimum  and  maximum  age  limits  for  this  examination  are  17  and  55 
years,  respectively,  the  maximum  limit  being  waived  in  the  cases  of  honoiably  dis- 
chiuged  United  States  soldiers  and  sailors. 

FOURTH-CLASS  POSTMASTER. 

51.  On  November  30, 1908,  the  President  issued  an  Executive  order  placing  fourth- 
class  postmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for 
examination  applicants  tor  this  jMjsition  are  required  to  be  at  least  21  years  of  age, 
except  that  women  are  eligible  for  examination  at  18  in  States  where  women  are 
declared  by  statute  to  be  of  fuU  age  for  all  purposes  at  18.  It  is  also  required  that  an 
applicant  must  reside  widiin  the  territory  supplied  by  the  poet  office  for  which  appli- 
cation is  made,  and  that  he  shall  personally  conduct  the  office  if  appointed.  Examina- 
tions are  held  only  when  eligibles  are  needed  to  fill  existii^  or  contemplated  vacancies 
in  the  States  named,  and  no  applications  are  received  until  the  examinations  are 
announced.  A  copy  of  the  regulations  govemii^  the  appointment  of  fourth-class 
poBtmasteis  may  be  obtained  from  the. United  States  Civil  Service  Commission, 
Washington,  D.  C,  upon  request. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

62.  A  pamphlet  of  instructions  to  applicants  for  the  following-named  field  positions 
under  the  Sixth-District  oi^anization  (Ohio,  Indiana,  and  Kentucky)  may  be  obtained 
by  addressing  the  "Secretary,  Sixth  Civil-Service  District,  Cincinnati,  Ohio": 

Positions  in  all  customs  districts,  all  internal-revenue  districts,  lie  Subtreasury 
Service  at  Cincinnati,  Ohio,  and  the  Custodian  Service  in  all  Federal  buildings;  the 
positions  of  stenographer,  typewriter,  and  stenographer  and  typewriter  in  all  field 
branches  of  the  service;  the  position  of  forest  clerk  in  the  Forest  Service;  the  position 
ofofiice  deputy  United  States  marshal;  the  positions  of  copyist  draftsman,  mechanical 
apprentice  draftsman,  and  bookkeeper  in  the  Engineer  Department  at  Large;  the  posi- 
tion of  messei^rboy  in  Weather  Bureau  stations  and  other  field  branches  of  the  serv- 
ice; clerical,  minorclerical,  and  subclerical  positions  in  pension  agencies,  thestampcd- 
envelope  agency  at  Dayton,  Ohio;  Engineer  Department  at  Large,  Quartermaster's 
Department  at  Large,  Immigration,  Steamboat- Inspection,  Bureau  of  Animal  Industry, 
Bureau  of  Fisheries,  Weather  Bureau,  Lighthouse  and  Marine-IIoapilal  establishments, 
and  other  field  branches  of  the  Federal  service;  mechanical  trades  and  similar  positions 
is  the  Ei^iseer  Department  at  Large,  Quartermaster's  Departmental  Lai^,  and  other 
branches  of  the  service;  and  the  position  of  unskilled  laborer  in  cities  for  which  labor 
regulations  have  been  established. 

53.  A  Manual  of  Examinat  ons  is  issued  by  the  United  Slates  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 
[6th  Dirt.] 
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DESCRIPTION  OF  EXAMINATION  FOR  CLERK  AND 
CITY  CARRIER. 

Subjects.  Welghli. 

1.  Spelling - 10 

2.  AriUimetio 20 

3.  Letter  wrllii^ 20 

4.  Penmsnshlp 20 

s.  Copying  btmipiBbio^r lo 

6.  United  States  geoerapliy 10 

7.  Reading  addrfsaes 10 

Total 100 

Tuao  allowed,  foiu  and  one-half  hotm. 

SPECIMEN  QUESTIONS. 

1.  Spzlumo:  Twenty  wards  of  average  difficulty  in  common  use.  2.  Ahith- 
HETic:  Embraces  addition,  subtraction,  multiplication,  and  division  of  whole  num- 
b«ra,  and  common  and  decimal  fractions.  3.  Lettbb  wkitino:  Test  in  the  uie  of 
the  English  language  for  business  correspondence.  4.  Pekm&nbhif:  Marked  on  la- 
bility, rapidity,  neatness,  and  general  appearance.  5>  Coptinq  fbom  fLjUN  copt: 
An  e:iuu:t  copy  of  a  few  printed  lines  in  competitor's  haadwriting.  6>  Geoqkapht: 
Questions  relating  to  the  boundaries  of  States  and  to  c^itale,  laigest  cities,  rivers  and 
other  bodies  of  water,  and  the  location  by  States  of  prominent  cities. 

The  followii^  queetions  and  tests  which  have  been  used  indicate  the  general 
character  of  these  subjects; 

FInt  Subject— SpcUbix-^^IiaUIng  li  dictated  by  tb(  examiner.  Tlia  wuds  aie  vrltleu  by  the  com- 
petitor in  Che  blank  spaces  Indicated  on  the  Qrst  sheet  o[  the  examluation.  All  vorils  should  becoinmeDCcd 
with  capital  letters.  The  examiner  pronouncea  each  word  and  gives  Its  dellnitlon.  The  oompelitor  is 
required  to  WTtic  only  the  word  and  not  Its  definition. 

Oppoaenl;  One  who  opposes;  as,  a  poUttoal  oppooant.  PretUmt.-  nie  CUeT  ExeoutlTe  of  the  United 
Slates.  Cenqurror:  One  who  ciHiquen.  Wiolaomt!  HealtUul;  as,  whokoeme  Iwd.  Adiitsi;  To  gain; 
as,  to  achieve  success.  Tnmjuil:  Quiet  or  peacefuL  Duach:  To  separate  or  reicave;  as,  lo  detach  a  leal 
Irom  a  book.  Eiptntke:  Very  costly.  Damn:  Death;  as,  a  person's  decease.  KoikeaNt.-  Worthy  ol 
notice;  a:,  a  noticeable  occasion.  Sutpickmi;  Exciting  suspicion;  as.  a  suspicious  circumstance.  Tirnur: 
A  raised  bank  of  earth.  Ji*pp*»<i:  UaUng  a  number  ol  qtiiak  blows,  X«ifui|K.'  The  epteob  ot  a  people; 
as,  the  English  language.  Seluiiili;  A  list  or  Inventory;  as,  a  schedule  at  prices.  J^tnn;  Binding  or 
fastening  with  a  cord.  Valaar:  Low  or  mean.  Coarir.-  A  way  or  track;  as,  a  race  course.  Satsr;/:  A 
staled  allowBCCe  paid  lor  services.     Chieago:  A  city  in  the  United  Slates. 

Second  Snb|Fct— Ailtlunetle,— In  solving  problems  the  processes  should  be  not  menly  indicated, 
but  all  the  flgores  oecoeary  In  solving  each  problem  should  be  glvoi  In  full.  The  answer  to  eacb  problem 
shonkl  be  Indicated  by  writing  "Ans."  after  it. 

i.  Add  the  folkiwlng,  and  frino  the  sum  subtract  32,saf  ,0%  (bere  will  be  given  a  short  cokima  of  figures). 
a.  Multiply  7^,  bj  30.8,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  cairter  can  assort  13 
letters  or  37  papers  In  a  mlnnte.  At  this  rale,  how  many  hours  wilMt  take  him  to  assort  3,65S  letters  and 
IgJ  pomidi  of  papers,  avenglagTpaperstothepoundf  A.  A  lat  wbtoh  ww  U  leet  wide  and  190  feet  long 
sold  (or  (S4*7,50,  which  was  one-tourth  nufc  than  It  ossL  Wbat  waa  Ihe  cost  per  square  loot  ?  a.  In  a 
certain  mall  there  are  291  pounds  14  ounces  of  newspapers  weighing  at  the  rate  ot3  papers  to  every  i  ounces. 
How  many  papers  are  there  In  the  mallT    IC  ounoes=l  pound. 

Third  Subject— I/Ctter  WrlUiig.— The  competltcr  is  permitted  to  write  on  Mther  one  of  two  subjecla 
given,    Ttae  following  subjeot  has  been  used: 

Write  a  letter  of  not  leas  than  129  words,  giving  yeui  views  as  M  Uw  advantages  derived  [[om  tree  publlo 
libraries  In  the  principal  cities  of  your  Slat*.  This  exercise  Is  designed  chiefly  to  test  the  oompetltor'i 
feth  Dlat.] 
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-   skill  in  simple  EneUahcomposlUan.    Is  rattog  flie  IMtCT,  lU  «iTan  In  tocm  sod  address  la  speUlag,  capi- 
!   tBllxaOon,  punctuation,  syntai,  and  style,  and  Ita  adherence  to  the  subject,  will  be  considered. 

Fourtb  S abject— PeimiBiiship.^TbB  nUug  on  peiunansblp  vUl  be  detennlned  by  le^bUlt;, 
'  rapidity,  neatraas,  and  general  appaaraace,  and  by  corteotoeis  and  unHomilty  Id  tbe  lOnnatioD  of  words, 
*:    letlera,  and  puaetaatkn  nwta  In  tbe  eierclse  of  the  subject  of  oopying  boa  plain  o^T-    Nopartlcalar 
style  of  penmanship  la  preferred- 

FUth  Subject— Ccpjioc  from  natn  Copy.— N.  B.— Paragrapli,  spell,  capltallie,  and  punctuate 
precisely  as  In  copy.    All  omissions  and  xiOaUkf  wUI  be  tden  Into  consldentlon  in  Tatlng  this  subject. 
Uake  an  exact  wiitl«D  copy  of  the  (ollowing: 

No  reconunendatlon  of  an  applicant,  competitor,  or  eligible  bivolvlng  any  disclosure  of  his  political  or 
religious  opbilons  or  afflUatlons  shall  he  received,  filed,  or  considered  by  tbe  Commlsslou,  by  any  board  ot 
eiamlners.  or  by  any  nominating  or  appointing  offlcei.    In  mating  removals  or  reductions,  or  In  Imposing 

and  action  thereupon  sball  be  taken  irrespective  olthe  pohtlcal  or  religious  opinions  or  affiliations  of  tbe 
oflenders.  A  person  holding  a  position  on  tie  date  said  position  Is  clflsalfled  under  the  olril-serrlce  act 
shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  persona  c^  the  same  class  or  grade  appointed 
upon  eiamlnalloa  under  tbe  provlslens  ol  said  act. 

Slitli  Subject— Geocrapby.—N,  B.— Competitors  are  cautioned  not  to  exceed  tbe  requlremeuts  oF 
the  questions  In  their  answers,  as  the  full  value  of  a  pidnC  will  be  charged  fOr  each  Incoirect  point  In  the 

1.  Name  States  (or  Territories.  II  any)  as  lollows:  Two  which  border  Florida  on  the  north:  two  which 
border  ColoiBdo  on  the  nortb;  two  which  border  New  York  on  the  east;  two  vMch  border  Wlscousla  on 
tbe  west;  one  which  bordan  Oiegon  on  tbe  nortb;  ooa  vUKb  harden  New  Hampshlis  oo  tho  east.  2. 
Name:  The  two  largest  riveia  which  border  on  Kentucky;  the  two  largest  lakes  whlcb  border  on  IrUchl- 
gan;  the  two  largest  sounds  on  the  coast  of  North  Carolina;  tbe  two  l>odies  of  water  which  the  Niagara 
River  connects;  a  river  which  borders  on  Nevada:  tbe  river  on  whlcb  Omaba  is  situated.  3.  (i)  Name 
the  capital  of  each  of  the  lollowing-named  Statai  (or  Temiorke,  II  any):  Wsahlngton,  Ulddgan,  Arkan- 
sas, Ir^ryland.  Uassachuaetts:  (6)  Name  the  most  populous  city  In  each  ot  tbe  foJlowlngmaraed  Slates 
(or  Tenltiflas.  U  any):  PeitosylTanla.  Oregon,  Vomont,  Louisiana,  UUnoli.  4.  In  what  State  (or  Terri- 
tory, If  any)  Is  each  of  tbe  following-named  jHtniliieat  dtles  looated:  AsbevUle,  Trintdad,  Amsterdam, 
Flndlay,  Lynchburg,  Sedalla,  Walla  Walla.  Keenc.  Uacan,  Superior. 

Seventb  SubJect^Beadlng  Addresses.— Thb  enerclse  consists  ol  the  reading  of  a  number  ol  written 
addresses,  whleli  are  pbotoktbographad  on  one  sheet.  A  second  shael  Is  furolsbed,  whlcb  contains  the 
same  addreasas,  these  addresses  l>aing  pilnted  and  containing  errois  of  omls^o,  EUbstltutloa,  or  Insertloa. 
Tbe  competitor  la  required  to  Indicate  tbe  errors  la  each  printed  addrees  by  undcocorfaig  wltb  a  pencil, 
thus,  ^^_  any  portloa  of  a  printed  addran  which  le  not  a  correct  copy  of  tb*  written  addiwi,  and  by 
a  caret,  thus,  A,  any  omitted  words,  Sgiires,  or  Initials,  Words  abbreviated  la  tbe  written  address,  but 
printed  In  full  In  tbe  prinUd  addrass,  are  regarded  as  ooiTecl.  If  the  correct  words  ara  printed.  Dlflerences 
In  iHinctuatlon  or  c^talliatlan  are  not  regarded  as  errors.  The  time  allowed  will  t>e  limited ,  and  the 
rating  will  be  determined  on  occuiacy  only. 

The  following  are  illustrations  ol  the  method  wblcb  should  le  pursued  In  Indicating  errors; 

WRITTEN  ADDRESS— CORRECT. 


/^. -<?-ayt. 


]  ERRORS  NOTED. 
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t  PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Major  A  A.  T.  CbandJer, 
Fort  ThomptoD,  Aldeo  County.  Alabama. 

BRIEF  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS. 

Ab  booh  as  practicable  after  an  examination,  the  papers  of  the  competitore  are  raf«d 
and  the  average  percent^e  of  each  ascertaiiied,  and  competil^ira  notified  whether  they 
pasa  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating; 

1.  For  each  error  In  spelling  when  the  exercise  consists  ol  70  words S 

2.  For  each  error  In  capltfllliatlon 1 

3.  For  each  bllure  to  use  or  lor  each  vrong  use  of  the  hyphen  and  loreach  Improper  dlTlslanot  a 

word  Into  a  compound  word  wheD  required  to  be  written  soUd 2 

1.  For  each  wrong  process,  producing  Incorrect  result,  In  proportion  1o  the  Dumber  of  steps  in- 

volved and  gravity  ol  error 10  to  100 

2.  For  deolmsl  error  and  for  each  evasion  of  a  decimal  or  common  traction  test 29 

3.  For  each  error  In  computation  or  la  copylDg  trom  the  printed  question  or  from  work 10 

4.  For  minor  errors,  such  as  wrong  Indication  of  a  correct  process,  incorrect  or  Inoonslstent  punctu- 

ation. Improper  use  of  symbols  of  designation,  Improper  or  incorrect  designation  of  a  partial 

or  flnal  result,  etc 5  to  10 

5.  For  (allure  to  show  work  as  required  In  solution  of  problems 2sto  75 

In  rating  the  letter.  Its  errors  In  form  and  address.  In  spelling,  oapltallsallon,  punctuation,  syntax,  and 
style,  and  its  adherence  to  and  treatment  of  the  subject  given  at:e  considered,  and  lis  value,  in  llie  judg- 

In  determining  the  rating  for  letter  writing  it  Is  proper  for  tiie  examiner  to  i>e  guided  In  a  general  way  by 
the  foIlOHing  scheme:  Excellent,  96  to  90:  gaod,SatoSO;fair.  S0(o70:ordinary,  TOloU;  poor,  60  to  GO;  very 
poor,  iiO  to  25;  practically  wortUess,  25  to  0. 


Penmanship  Isratedaccordlngtolls  value  on  a  set 
□ejvtness.  and  general  appearance,  as  well  as  correci 
and  punctuation  marks,  are  considered,  and  It  b  pr 
following  scheme:  Excellent,  90  lo85;  very  good,  9il 
poor,  9S  to  50;  below  tiie  grade  of  "very  poor,"  50  ti 


eoflOO.    In  determining  the  rating.  legiblUty,  rapidity, 
1 80;  good,  80  to  75;  ordinary,  75  to  70;  poor,  70  to  65;  very 


From 


1.  For  each  word  or  figure  omitted,  repeated,  substituted,  or  Improperly  Inserted 5 

2.  Fereacherrotlnspellhig,roreachtrBnspasltiDn,(oreachabbreviBtlonnotlntbecopy,foreach  - 

f^lure  to  capitalize  according  to  copy,  for  each  fallme  to  punctuate  according  to  copy,  lor 
cachfalluretoindentmarginaslncopy,  for  each  error  in  paragraphing,  and  for  Irregularity  in 
left-hand  matglQ 5 

3.  For  each  mlsdlvlslonof  a  word  at  tiie  end  of  a  Une,  tor  each  omission  or  Improper  use  of  the 

hyphen  In  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered,  Interlined,  or  canceled. 

for  each  blot  or  minor  erasure,  If  not  neat 1 

t.  For  any  other  deviation  from  copy  not  covered'by  the  foregoing,  charges  aie  made  In  the  diacre- 

(Sth  DiatJ 
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In  ratlin  tbl:  sul^ect  «cb  ansver  ts  rated  In  thejudgment  of  tbeezomlaars  according  to 
Kale  of  lOD. 

Wlien  th«  qiiastlaa  requires  In  the  Bnawer  a  specia«d  ntunber  of  Stales,  coiuitrios,  (dtlGE,  ri 
orvaten,etc.,and  tbe  answer  canCalns  a  greater  number  tbon  Is  required  by  the  question, 
part  or  point  shall  be  charged  the  value  of  a  required  part. 


The  rating  on  this  subject  Is  For  aocurac;  imlp.  A  charge  or  2  Is  made  [or  each  error  or  omission  In  nottng 
the  errors  on  the  prlatod  sheet  when  compared  nllh  the  correct  written  addrsssea  glvea.  The  difference 
between  the  sum  o(  the  wrors  thus  found  aad  100  is  the  raUng  on  this  sub]ool. 

By  order  of  the  Commission: 


Persons  desiring  to  be  exsmined  for  the  positions  of  clerk  and  city  carrier  in  the- 
Poet-OfBce  Service  should  first  read  carefully  tlio  inBtructions  contained  in  the  pam- 
phlet. If  an  examination  is  to  be  held  for  the  office  in  which  employment  is  sought,  the 
blank  request  below  should  be  torn  off,  filled  out,  and  mailed  to  the  district  secretary. 

Date ,  191— 

Sbcrgtary,  Sixth  Civil-Sekvicb  District, 

Cirtcinnali,  Ohio: 
Please  mail  to  the  address  given  below  application  form  1371,  in  order  that  I  may 

take  the  post-office  examinntioD  at 

Signature 

Address 


[eth  DIst.] 
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14.  All  applicants  must  make  oath  In  their  applications  to  their  United  States  dti- 
Eenehip  or  all^iance.  In  the  case  of  a  foreign-born  citizen,  dtiseiiBhip  must  be  fnllj 
proved  in  one  of  the  followii^  ways: 

(a)  If  naturalized  directly,  the  applicant's  final  certificate  of  natnralizatdon  must 
be  aabmitted.  If  the  certificate  ia  ieaued  in  a  name  which  differs  in  any  particular 
from  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  neceeeaiy  to 
prove  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certiQcat« 
was  issued  by  eubmittiuK  the  affidavits  of  two  disinterested  citizens  to  the  eSect  that 
the  applicant  ia  the  identical  person  to  whom  the  certificate  was  iesned. 

(b)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
final  natnralization  certificate  of  such  parent  must  he  Bubmitt«d,  together  with  affi- 
davits of  twodisintereeted  citizens  that  the  applicant  is  the  reputed  child  of  the  person 
BO  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactoiy  proof  of  mar- 
riage, accompanied  by  the  final  mitaralizaUoQ  certificate  of  the  husband,  must  he 
submitted. 

(d)  If  naturalized  by  marriage  toanative  American  citizen,  the  marriage  certificate 
most  be  submitted,  accompanied  by  the  affidavits  of  two  diaintetested  citizens  that 
the  husband  (the  name  tocorrespond  to  that  shown  in  marriage  certificate)  is  a  native 
citizen.  Such  affidavit  should,  if  possible,  show  place  and  date  of  the  husband's 
birth. 

(e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  resident  abroad 
at  thetimeof  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship 
must  be  proved  aa  in  (6)  above. 

(/)  If  the  applicant  has  been  honorably  discharged  from  the  fibular  or  Volunteer 
Army  ot  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  he  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as 
provided  by  section  2166,  Revised  Statutes. 

Ig)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
after  a  service  of  five  consecutive  years,  or  after  one  enlistment  in  the  United  States 
Marine  Corps,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  as  provided  by  Twenty-eighth  Statutes  at  Large,  page  124. 

16.  An  application  from  a  foreign-born  pereon  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that 
issued  them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should 
be  obtained. 

16.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  bnt  he  should  state  in  such  application  the  kind, 
date,  and  place  of  esamination  in  connection  with  which  he  has  furnished  proof  of 
dtizenship. 

17.  The  Commission  is  not  responsible  for  delay  in  receipt  of  applications.  Appli- 
cations sent  by  mail  are  not  received  unless  postt^  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

18.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion.should  keep  the  district  secretary  informed  of  any  change  of  poetroffice  address. 
Failnre  to  do  so  will  be  treated  as  tbe  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination. 


19.  The  resolte  of  examinatjons  are  determiaed  bb  pFompfljr  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  com- 
pleted. Nothing  can  be  gained  bj  writing  ta  either  the  district  secretBiy  or  the 
Commiasion  to  expedite  the  rating. 

20.  The  dvil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  In  the  gmdee  covered  by  that  act  no  other  member 
of  sach  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attor- 
ney-General, on  May  26, 1907,  rendered  an  opinion  that  wb.ere  two  or  more,  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inepection  of  an  application  tbr 
examination,  it  ia  found  that  two  or  more  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligi- 
ble, but  his  name  will  not  be  certified  tor  appointment  so  long  as  two  or  more  mem- 
bers of  his  family  are  in  the  service. 

21.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  Is  onder  a,  certain  prescribed  t^. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  a^  of  20  to 
the  age  of  40  years,  he  will  be  admitted  to  exaroinaljon  if  on  the  date  thereof  he  has 
reached  his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  his  fortieth  birthday.  (See  sec.  9b.)  Theage  limits 
for  all  examinations  are  waived  in  the  cases  of  peisons  honorably  discharged  from  the 
United  States  military  or  naval  service  hyreason  of  disability  rettiiHng  from  woundt 
recaved  or  MdbncM  incurred  in  the  line  of  duly. 

22.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  soffident  number  have  been  distributed  or 
received. 

23.  If  the  needB  of  the  service  make  snch  action  desirable,  the  Commission  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  be  held  will  be  sent  as  soon  as  the 
date  ia  determined. 

CIVILrBERVlCE  SCHOOLS  AND  INSTITUTEa 

24.  The  Commission  has  no  connection  with  any  dvil-service  school  or  institnte 
doing  business  by  correspondence  or  otherwise,  and  has  uo  information  to  famish  in 
r^iard  to  such.  Their  representatives  are  not  permitted  to  inspect  the  examination 
papers  of  competitors.  Authentic  information  in  r^ard  to  examinations  may  be 
obtained  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
tary and  without  cost 

FIRST,  SECOND,  AND  THIRD-GRADE  EXAMINATIONS. 

25.  For  positions  in  field  branches  of  the  service  which  require  a  mental  test  but 
do  not  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

First>^rade,  or  clerical. 

Second-grade,  or  minor-dericaL 

Third-giade,  or  subclerictd. 
SA.  Ellglbles  on  the  first  and  third-grade  reeiBtera  wUI  be  certiflea  for  filling  vaoan- 
des  as  they  may  occur  fn  any  branch  of  the  field  service  In  positions  covered  by  the 
grade  of  examination  they  have  passed.  (See  rules  eovemfug  certiflcations,  p.  SO.) 
Applloants  lor  the  first  and  third-grade  examinattona  shonld  therefore  apply  for  "  all 
Berrloes"  In  their  applications,  nnless  there  are  one  or  more  services  In  which  they 

[*tll   DlBt.] 


wia  not  accept  appointment.  In  this  event  Iber  ihonld  specUcalljr  enumerate  In 
their  applications  the  servlceB  In  which  appointment  la  NOT  deslied  In  otdei  Hut 
their  names  maynot  be  certified  tot  those  services.  The  second-^rade  examination 
Is  given  tor  the  positions  of  clerk  and  earner  In  the  Fost-Offlce  Service,  and  seldom 
for  any  other  postUong. 

27.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  desired  mnat  be  made  in  writing;  otherviee  no  change  will  be  made. 

28.  A  person  can  not  be  examined  for  more  than  one  grade  of  poaitions  on  the  eame 
date  or  during  the  same  seriea  of  examinations  A  request  for  a  chai^  in  the  grade 
of  examination  desired  by  an  applicant  moat  be  made  in  writing  and  be  received  by 
the  district  secretary  on  or  liefore  the  date  set  for  the  close  of  the  receipt  of  applica- 
tiona;  otherwise  no  change  will  be  made. 

THB  FIRST- OR ASE,  OR  CI.ERICAI.,  BXAMHf  ATION. 

(For  description  of  examination,  sample  qaeetiona,  etc.,  see  p.  23.) 

29.  Theminimam  E^  limit  forthiBexamination  if)  18yeare;  there  ia  no  maximum 
age  limit. 

30.  Application  Form  1371  is  required. 

31.  This  examination  is  given  for  the  positions  of  assistant  weigher  and  day 
iiupector  (escept  at  the  port  of  Baltimore),  clerlt,  inspecti«as,  storekeeper  (classed  as 
clerk),  deputy  officer,  ganger  and  sampler  in  the  Customhonae  Service;  clerk,  office 
deputy  collector,  division  deputy  collector,  ganger,  storekeeper,  and  storekeeper- 
gauger  in  the  Intemal-Bevenue  Service;  weight  clerk,  timekeeper,  copyist,  and  store- 
man  in  navy  yards  and  naval  staiiona;  the  position  of  office  deputy  United  States 
marshal,  and  clerical  positions  requiring  similar  qualiflcationa  in  the  services  named 
tmd  other  field  branches.  Persons  desiring  examination  for  any  of  these  porations 
should  apply  for  the  "first^rade,  or  clerical,"  examination. 

32.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February, 
at  the  following-named  places,  except  where  the  number  of  eligibles  on  the  register 
in  any  case  is  sufficient  to  meet  the  needs  of  the  service  the  examination  for  that 
place  will  be  postponed  until  the  next  succeeding  year: 


District  of  Ckilumbia: 

Washii^ton. 
Maryland: 

Annapolis. 

Baltimore. 

Cumberland. 

Fasten. 

Hagerstown. 

Salisbury. 
North  Carolina: 

Asheville. 

Charlotte. 

Durham. 

Elizabeth  CSty. 

Greensboro. 

Newbem. 

Baleigh. 

Statesville. 

Wilmington. 

Winston-Salem, 


Virginia; 

Abingdon. 

Alexandria. 

Charlottesville. 

Danville. 

Fredericksburg. 

Lynchburg. 

Newport  News. 

Norfolk. 

Petersburg. 

Richmond. 

Boanoke. 

Staunton. 

Winchester. 
West  Virginia: 

Blnefield. 

Charleston. 

Clarksburg. 

Huntington. 

Martinsbnrg. 

Parkersburg. 

Wheeling. 
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33.  Application  blanks  may  l>e  Becnred  between  the  Ist  of  (X^tober  and  the  2d  of 
Jaanary,  either  from  the  local  Becretaries  at  the  poet  offices  in  the  cities  named 
(except  Washington,  D.  C.)  or  from  the  Secretary,  Fourth  Civil-Service  District, 
Washington,  D.  C.  Applications  to  receive  consideration  for  the  February  examina- 
Uon  must  be  filed  with  the  district  secretary  at  Washington  not  later  than  the  hour 
of  closing  businesB  on  January  2.  Applications  received  after  the  time  specified  will 
not  be  accepted. 

34.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  places  named  in  section  32  or  other  places  on  dates  other  than  that 
of  the  annual  examination  in  February,  due  announcement  of  such  extra  examina- 
tions will  be  made  in  the  public  press. 

36.  A  person  who  has  passed  the  first-grade  examination  for  field  services  can  not 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the  exam- 
ination he  has  passed,  even  thoi:%h  he  desires  to  enter  the  examination  in  another 
city.     {See  sec,  9/.) 

36.  A  person  who  fails  in  the  examination  may  take  the  next  examination,  regard- 
lees  of  the  time  intervening. 

THE  SBCOKD-ORADB,  OR  MINOR -CIiXSMCAXi,  BXAMINATIOIT. 

{For  description  of  examination,  sample  questions,  etc.,  see  pp.  23  and  25.) 

37.  Thisexaminationisgiven  tor  the  positions  of  clerk,  and  carrier  for  city  delivery. 
In  the  Post-Office  Service,  and,  infrequently,  for  minor-clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Office  Service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  10  to  14,  inclusive. 

38.  Should  vacancies  occur  in  minor-clerical  positions  in  field  branches  of  services 
other  than  the  Post-Office,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  23,  omitting  the  l^t  in  reading  oddrcsees,  and  with 
the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced  in  the 
public  press. 

TBi:  THIRD-ORADB,  OR  SUBCIiGRICAI.,  KXAMINATIOIT. 

(For  description  of  examination,  sample  questions,  etc,,  see  pp.  23  and  27.) 

39.  The  minimum  i^  limit  for  this  examination  is  16  years;  there  is  no  maximum 
age  limit. 

40.  Application  and  examination  form  ISOO  is  required, 

41.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  and  night 
inspector  in  the  Customhouse  Service,  and  for  messenger,  watchman,  classified 
laborer,  skilled  laborer,  and  positions  requiring  similar  qualifications,  in  the  service 
named  and  other  field  branches.  (Specific  information  concerning  examinations  for 
the  positions  of  elevator  conductor  and  messenger  boy  will  bo  found  on  p.  19. 
Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  positions,  except 
elevator  conductor  and  messenger  boy,  ehould  apply  tor  the  "third-grade,  or  sub- 
clerical,"  examinalion.  The  term  "skilled laborer,"  or  "classified  laborer,"  aa  here 
used  is  not  intended  to  embrace  the  mechanical  trades,  which  are  commonly  referred 
to  as  being  skilled  labor.  In  the  present  meaning,  a  skilled  laborer  is  one  whose 
duties  are  general  or  miscellaneous,  belon  the  clerical  grades,  and  above  the  grade 
of  mere  manual  laborer, 

41a.  The  position  of  park  watchman  under  the  Superintendent  of  Public  Buildi:^ 

and  Grounds,  Washington,  D.  C.,  willbe  filled  by  certification  of  physically  qualified 

eligibles  on  the  subclerical  register.    No  eligible  will  be  certified  for  the  position  of 

park  watchman  who  is  over  60  years  of  age,  who  wears  eyeglasses,  or  who  is  phys- 

I4tli  Diet,] 
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icaUy  nnable  to  ride  a  bicycle,  make  arreete,  and  perform  duties  similar  to  those  ol 
dty  police. 

42.  This  esBmination  will  be  held  annuftlly  on  the  flret  Satoiday  in  February  at 
placee  at  which  the  first-grade  examination  will  be  held  as  indicated  in  section  32, 
except  where  the  number  of  eligiblee  on  the  register  in  any  case  is  suffident  to  meet 
the  needs  of  the  service  the  examination  for  ttiat  place  will  be  postponed  nntil  the 
next  socceeding  year. 

43.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
January,  either  from  the  local  secretariee  in  the  cities  named  (except  Washington, 
D.  C.)  or  from  the  Secretary,  Foarth  Civil-Service  District,  Washington,  D.  0. 
Applications  to  receive  consideration  for  the  February  examination  must  be  Gled 
with  the  district  secretary  at  Washington  not  later  than  the  hour  of  closing  business 
on  January  2.    Applications  received  after  the  time  epecifled  will  not  be  accepted. 

44.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacancies  occur  in  third-grade  positions  for  which  femsleel^bles  are  desired,  exami- 
nations will  be  duly  announced  in  the  public  press. 

45.  Should  it  become  necessary,  to  meet  the  needsof  the  service,  to  bold  examtna- 
tions  at  any  of  the  places  named  in  section  32 or  otherplaceeon  dates  other  than  that 
of  the  annual  examination,  doe  announcement  of  such  extra  examinations  will  be 
made  in  the  public  press. 

46.  A  person  who  has  passed  the  third-grade  examination  for  field  services  can  not 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the  exami- 
nation he  has  passed,  even  though  he  desires  to  enter  the  examination  in  another 
dty.    (See  sec.  9/.) 

47.  A  person  who  fails  in  the  examination  may  take  the  next  examination,  regard- 
lees  oi  the  time  intervening. 

48.  Applicants  for  the  third-grade,  or  subclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

49.  Male  applicants  tor  the  third-grade,  or  subderical,  examination  upon  their 
reqaeet  at  the  time  of  taking  the  acholastic  test,  may  take  the  strength  test  which 
is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists  of 
lifting  and  shouldering  126  pounds  weight  If  they  pass  the  strength  test  in  addi- 
tion to  the  subclerical  examination  it  will  be  noted  on  the  register  as  in  the  nature 
of  a  qualification.  If  an  appointing  officer  requests  certification  from  the  third-grade 
register  of  those  persona  capable  ol  performing  heavy  manual  labor  connected  with 
a  subclerical  position,  certification  will  be  made  from  those  etanding  highest  in  the 
educational  examination  who  have  also  passed  the  strength  test 

INTEBNAD-REVENUE  SERVICE. 

50.  The  first-grade,  or  clerical,  examination  is  ^ven  for  positions  in  this  service  at 
follows;  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
and  slorekeepergauger.  (For  description  of  examination,  see  p.  23;  for  date  of 
examination,  see  sec.  32.) 

51.  The  position  of  messenger  in  this  service  and  other  poaittons  requiring  similar 
qualifications  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
subclerical,  examination.  (For  description  of  examination,  eee  pp.  23  and  27;  for 
dat«  of  examination,  see  sec.  42. ) 

Applicants  should  not  apply  for  a  spedilopasltLonorpoaltionB.  (See  sees.  SS,  SO,  81, 
and  41.) 
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S2.  PereosB  wbo  pus  the  examination  held  at  the  followii^(-named  places 
eligible  for  appointment  in  the  Internal-Revenue  Service  In  the  Intemal-i 

trict  in  which  euch  places  are  located,  aa  indicated  below: 


dis- 


The  Hecond  internal-revenue  diatrict  of 
Virginia: 

Fredericksburg,  Va. 

Newport  News,  Va. 

Norfolk,  Va. 

Petereborg,  Va, 

Richmond,  Va.  (headquartere). 
The  Bixth    internal-revenue  district  of 
Virginia: 

Abingdon,  Va.  (headquartera). 

Alexandria,  Va. 

CharlotteHville,  Va. 

Danville,  Va. 

Lynchburg,  Va. 

Roanoke,  Va. 

Staunton,  Va. 

Winchester,  Va, 
The  internal-revenue  district  of  Mary- 


The  internal-revenue  district  of   West 
Virginia: 

Bluefleld,  W.  Va. 

Charleston,  W.  Va. 

Clarksbuig,  W.  Va, 

Huntington,  W.  Va. 

Martineburg,  W.  Va. 

Parkersbnrg,  W.Va.  ( headquarters) . 

Wheeling,  W.  Va. 
The  fourth  intemal-rBvenue  diatrict  of 
North  Carolina: 

Durham,  N.  C. 

Elizabeth  aty,  N.  C. 

Greensboro,  N,  C. 

Newbem,  N,  0. 

Raleigh,  N.  0.  (headquarters). 

Wilmington,  N.  C. 
The    fifth    internal-revenue  district  of 
North  Carolina: 

Asheville,  N.  C. 

Chariotte,  N.  C. 

Stateaville,  N.  C.  (headquarters). 

Winston-Salem,  N.  C. 


Annapolis,  Md. 

Baltimore,  Md.  (headquarters). 

Cumberland,  Md. 

Eaaton,  Md. 

Hagerstown,  Md. 

Salisbury,  Md. 

Washii^^n,  D.  C. 

53.  Storekeepers  and  gangers  whose  compensation  doee  not  exceed  (3  per  diem 
when  actually  employed,  and  whose  aggr^ate  compensation  does  not  exceed  $500 
per  anaum,  are  not  subject  to  competitive  examination,  except  in  the  fifth  internal- 
revenue  dlBtricl  of  North  Carolina. 

CUSTOMHOUSE  SERVICE. 

64.  The  first-grade,  or  clerical,  examination  is  ^ven  for  positions  in  this  service  as 
follows:  Assistant  weigher  and  day  inspector  (except  at  the  port  of  Baltimore),  clerk, 
inspectreea,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and  sampler. 

55.  The  third-grade,  or  Hubclerical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer. 

AppUcimts  for  first  or  third-pade  cxuninationB  slioold  not  ai^ly  for  a  spedflo  posi- 
tion or  positionG.    (See  sees.  25,  26,  St,  and  U.) 

56.  The  positions  of  assistant  we^nher  and  day  inspector  at  the  port  of  Baltimore 
are  usually  filled  by  promotion  or  transfer. 

I  The  InWmBl-reveaue  district  oi  Maiylajid  also  iuclQdee  the  State  ol  DeUwace,  which  is  in  the 
Third  ClTll-Serrlce  Dlniict.  Peisuns  piissLng  the  eiualnatloa  at  any  ot  the  places  named  In  the 
iDtemal-ravenuedlatTlctof  Maryland  will  be  eligible  for  appointment  to  posltlODS  In  the  iDtemal- 
Revenue  Service  In  Delaware,  as  well  aa  In  Maryland  and  the  District  ol  Colnmbla.  They  will  not, 
bowevei,  a«  a  reiult  of  passing  the  eiamlnatlon  foi  field  positloiu.  be  eligible  lot  appolntmcDt  to 
poaltlona  in  the  office  of  tbe  CammiaalQaer  of  Internal  Revenne  In  the  Tnasuiy  Department  at 
Washington. 
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67.  Ez&minAtioiiB  will  be  held  annually  for  cuatomhouam  at  the  following' named 

Alexandria,  Vo.  Newbem,  N.  0.  Richmond,  Va. 

Annapolis,  Md.  Newport  News,  Va.  Washington,  D.  C. 

Baltimore,  Md.  Norfolk,  Va.  Wheeling,  W.Va. 

Elizabeth  City,  N.  C.  Petersburg,  Va.  Wilmington,  N.  C. 

(For  description  of  examinations,  see  pp.  23  and  27;  for  dale  of  esBminations, 
see  sees.  32  and  42.) 

68.  Examinations  fot  the  cagtomhonsee  at  Beaufort,  N.  C,  Cape  Charles  City, 
Va.,  Crisfield,  Md.,  and  Tappahannock,  Va.,  will  be  held  only  when  eligibles  are 
needed,  and  due  announcement  will  be  made  in  the  public  press. 

59.  In  filling  vacandee  in  the  Custombouse  Service,  certification  will  be  made  of 
the  namee  of  edibles  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinationB  are  held  also  at  eubporte  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  sobports. 
Vacancies  occurring  in  customhouses  at  subports  at  which  examinations  are  not 
held  will  be  filled  by  certiflcalion  of  the  highest  eligibles  examined  at  the  port  and 
at  other  subports  in  the  some  customs  district 

60.  Examinations  for  the  portions  of  assayer,  cashier,  chief  or  special  deputy  col- 
lector, deputy  naval  officer,  deputy  surveyor,  examiner,  and  weigher,  are  held  only 
when  eligibles  are  needed,  and  will  be  duly  announced  in  the  public  press, 

61.  The  examinatioii  for  opener  and  packer  will  consist  of  the  third-grade,  or  sub- 
clerical,  Bubjecte,  with  a  weight  of  10  per  cent;  training,  experience  and  fitness, 
60  per  cent;  and  physical  ability,  30  per  cent.  Special  credit  will  be  given  tor 
experience  in  opening  and  packing  general  merchandise.  Application  and  exumi- 
nation  form  1800  is  required.  This  examination  will  be  held  only  when  eligibles  are 
needed,  and  dne  announcement  of  examinations  will  be  made  in  the  public  press. 

62.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  positions  require  also  a  mental  test,  and  in  such  cases  the  examination  will 
consist  of  the  educational  subjects  oE  tbe  third-grade,  or  subclerical,  examination, 
with  a  weight  of  20  per  cent;  training,  experience  and  fitness,  60  per  cent;  and 
physical  ability,  30  per  cent.  When  no  mentaJ  teat  is  required,  the  examination 
will  consist  of  the  subjects  of  experience  and  physical  ability.  When  a  noneduca- 
tional examination  is  given,  applicants  ore  not  required  to  appear  at  any  place  for 
examination.  Application  and  examination  form  1800  is  required.  This  exami- 
nation will  be  held  only  when  eligibles  are  needed,  and  due  announcement  of 
examinations  will  be  mode  in  the  public  press. 

63.  There  are  no  positions  in  the  Customhouse  Service  in  the  Fourth  Civil-Service 
District  which  are  filled  from  the  second-grade,  or  minor-clerical,  register. 

64.  In  the  Customhouse  Service  women  are,  unless  otherwise  specified,  eligible  for 
appointment  to  the  followii^named  positions  only:  Deputy  collector,  depnty  sur- 
veyor, clerk,  stent^^pher  and  typewriter,  inspeclress,  and  cashier. 

65.  At  the  port  of  Baltimore  the  entrance  salary  for  clerks  ia  $840  per  annum, 
with  a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satis- 
factory service. 

66.  The  minimum  age  limit  for  all  open  competitive  examinations  for  the  custom- 
house service  which  include  mental  teste  is  IS  years  on  the  date  of  the  examination. 
For  examinations  which  do  not  include  mental  testa  the  minimum  age  limit  is  20 
years.    There  is  no  maximum  limit  for  either  class  of  examinations. 
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POST-OFFICE  SERVICE. 

67.  For  the  poiiliona  of  clerk,  and  carrier  for  dty  delivery,  the  second-grade,  or 
minor-clerical,  examination  is  given.  (For  deecription  of  this  examination,  see 
pp.  23  and  26.) 

68.  Applicants  for  examination  for  appi^tmait  to  the  Poot-Offlce  Serrioe  sbonld 
apply  for  the  "clerk,"  "carrier,"  or  " clerk-carrlar"  examlnatkoi,  depending  npon 
the  position  or  poationa  denred.  (See  sec.  81.)  Application  should  not  be  made 
for  the  "aecODd-grade"  or  "minor-clerical"  examination. 

69.  Application  form  1371  is  required. 

70.  The  minimnm  and  maximum  age  limits  for  the  Post-Offlce  Service  are  18  and 
45  years,  respectively.  The  age  limits  are  waived,  however,  in  thecasee  of  persons 
honorably  discharged  from  the  military  or  naval  service  by  reaton  of  ditabUiiy 
resulting  from  wounds  or  sickness  incnrred  in  the  line  of  duty. 

71.  Married  women  will  not  be  examined  tor  the  Post-Offlce  Servioe^  This  prohi- 
laition,  howevw,  does  not  apply  to  women  who  are  divonnd  or  those  who  ore  sepa- 
rated from  th^  hnabanda  and  support  themselves. 

72.  Applicants  for  the  Post>Office  Service  are  required  to  be  physically  sound  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Coromisslon  that  no 
person  who  is  defectjve  in  any  of  tiie  foHowin^named  par^cnlais  will  be  appointed 
to  tile  position  of  carrier  in  the  Poet-Offlce  Service:  Hunchbacks;  persons  having 
defective  hearing,  sight,  or  speech;  persons  blind  in  one  eye;  one-armed,  ontv- 
handed,  or  one-legged  persons,  or  those  having  crippled  arms  or  1^;!,  or  those 
snfiering  from  asthma  or  hernia.  These  defects  will  also  debar  a  3»erson  from 
appointmeut  to  the  podticin  of  clerk  in  Uie  Post-Office  Service,  except  that  deaf- 
mutes  and  persons  with  defective  speech  or  hearing  may  be  appointed  to  the  pod- 
tdons  of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk.  Applications 
from  persons  who  are  not  entitled  to  examination  on  account  of  physical  defects 
will  bo  (snceled.  (See  sec.  9c,  for  physical  defects  which  will  debar  persons  from 
any  examination.) 

73.  Male  applicants  must  measure  not  lees  than  6  feet  4  inches  in  height  in  bore 
feet,  and  weigh  not  lees  than  125  pounds  without  overcoat  and  haL  Female  appU- 
cants  are  not  required  to  be  of  any  specific  height  or  weight. 

74.  Unless  otherwise  speeifled,  appUcants  tor  podtions  in  the  Poet-Office  Service 
must  appear  for  examination  in  thedty  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

75.  Examinations  for  the  following-named  flrst-class  offices  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  as  indicated,  if  the  needs  of 
the  service  BO  require.  City  delivery  service  has  been  established  at  these  offices, 
and  thrir  force  includee  both  clerks  and  dty  carriers: 

Asheville,  H.  C.  (Wednesday).  Lynchburg,  Va.  (Saturday). 

Baltimore,  Ud.  (Wednesday).  Newport  News,  Va.  (Wednesday). 

Charleston,  W.  Va.  (Satuiday).  Norfolk,  Va.  (Wednesday). 

Charlotte,  N.  0.  (Wednesday).  Parkeraburg.  W.  Va.  (Wednesday). 

Charlottesville.  Va.  (Saturday).  Petersburg,  Va.  (Wednesday). 

Clarkeburg,  W.  Va.  (Wednesday).  Portsmouth,  Va.  (Saturday).' 

Cumberland,  Md.  (Wednesday).  Raldgb,  N.  C.  (Wednesday). 

Danville,  Va.  (Saturday).  Richmond,  Va,  (Wednesday). 

Durham,  N.  C-  (Wednesday).  Roanoke,  Va.  (Wednesday). 

Fairmont,  W.  Va.  (Saturday).  Washii^^n,  D.  0.    (See  sec.  77.) 

Greensboro,  N.  C.  (Saturday).  Wheeling,  W.  Va.  (Wednesday). 

Hageratown,  Md.  (Wednesday).  Wilmington,  N.  C.  (Wednesday). 

Huntington,  W.  Va.  (Saturday).  Winston-Salem,  N.  C.  (Saturday). 

I  Eiualuatioiu  held  at  Noifolk,  Va. 
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76.  Blank  (orma  o{  application  may  be  oblt^ned  oaly  between  JuIt  1  and  October 
1,  eitber  from  the  Secretary,  Fonrtb  Civil-Service  District,  Washington,  D.  C,  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applicatione 
mnet  be  properly  executed  and  filed  with  the  district  eeeretary  at  Washington, 
D.  C,  between  Jnly  1  and  the  close  of  basinesa  on  October  1. 

77.  EzMninatdoDfi  for  tbe  Washington,  D.  C,  post  office  will  be  held  on  the  first 
Wednesday  in  November  of  each  year.  Application  blanks  may  be  obtained  from 
the  Secretary,  Foorth  Civil-Service  District,  Washington,  D.  0.,  between  Jnly  1 
and  October  15.  Applications  should  be  properly  executed  and  filed  with  the 
district  secretary  at  Washington  between  July  1  and  the  close  of  bosinees  on 
October  16. 

ApplloationB  for  the  Hovembei  ezamlnatlons  presented  at  other  times  will  not  be 
accepted. 

7S.  Whenever  estra  examinations  may  become  necessary,  to  meet  the  needs  of  the 
service,  due  annooncement  will  be  made  of  the  dates  and  plaoes  of  such  examina- 
tions, and  also  of  the  time  allowed  for  the  filing  of  applications. 

79.  A  person  can  not  at  the  same  lime  he  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  flralxlass  post  office.  This  restriction  will  not  apply, 
however,  when  an  examination  is  held  for  any  of  these  oflUcea  on  a  date  other  tiian 
that  of  the  regular  annual  examination  inNovemiier.  Such  extra  examinations  will 
b$  held  only  when  eligibles  are  needed,  and  will  he  dnlj  annonnced. 

80.  A  person  who  passes  an  examination  can  not  t>e  exunined  again  for  tbe  same 
poet  office  within  approximately  one  year  of  the  date  of  the  examination  be  has 
passed.  (See  sec.  9/. )  A  person  who  faile  in  an  examination  may  take  the  next 
examination,  regardless  of  the  time  intervening. 

81.  For  the  following-named  offices  the  names  ot  male  elipblea  will  be  entered  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  register— and  male  appli- 
cants for  these  offices  Timtt  indicate  in  theiT  appUcationt  whether  tbey  desire  tbe  posi- 
tion of  "ciwi"orof  "carrier": 

Baltimore,  Md.  Portemouth,  Va.  Washington,  D.  C. 

Norfolk,  Va-  Richmond,  Va.  Wheeling,  W.  Va. 

A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  lietore  liie 
day  of  the  examination;  otherwise  no  change  will  be  mode. 

82.  The  name  of  each  maleeligible  for  any  post  officeat  which  city  delivery  service 
has  been  establiahed,  except  those  mentioned  in  section  81,  will  be  entered  on 
both  the  male  clerk  and  carrier  roisters  and  will  be  certified  (considered)  in  its 
order  for  vacancies  occurring  in  the  position  of  either  mole  clerk  or  carrier  without 
regard  to  any  choice  of  position  expressed  by  the  eligible  in  his  application.  Tbe 
postmaster  is  required  to  make  selection  for  tiie  first  vacancy  from  not  more  than  the 
highest  three  names  on  the  register,  and  for  tbe  second  vacancy  he  shall  make  selec- 
tion from  not  more  than  the  highest  three  remaining  which  have  not  been  within 
within  reach  of  appointmentforthreeseparate  vacancies.  The  third  and  any  additional 
vacancies  shall  be  filled  in  like  manner.  An  eligible  who  has  been  within  reach  for 
three  separate  vacancies  in  either  position  in  his  turn  may  be  subsequently  selected 
for  that  poi^ition,  subject  to  the  approval  of  the  Commission,  from  the  certificate  on 
wJiich  his  name  last  appeared,  if  the  condition  of  the  register  has  not  so  changed 
as  to  place  him  in  other  respecta  beyond  reach  of  certification.  The  name  of  a 
male  eligible  must  have  been  witliin  reach  for  three  aeparato  vacancies  in  a  posi- 
tion before  his  name  may  be  pa^aed  over  in  making  selection  for  appointment 
to  that  position.  Nonselection  from  one  register  or  declination  of  appointment 
when  selected  will  not  affect  the  eligible's  standing  on  the  other  register.  Appoint- 
ment from  either  register  will  remove  the  elytible's  name  from  both  roisters. 
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S3.  In  the  Poet-Offlce  Bervice  appointmeate  are  oeaally  made  to  the  position  of 
snbeUtnte  clerk  or  eubetitnte  carrier.  Subetitntea  are  promoted  in  the  order  of  their 
original  appointment  to  the  firat  vacancies  occurring  in  regular  positiooB. 

84.  Subetitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carrierB,  and  they  are  eligible  for  appointment  aa  aoxiliary  employeee 
and  aa  clerke  and  carriers  of  the  first  grade. 

85.  AaKiliary  employees  are  paid  for  actual  service  at  the  rale  of  30  cents  an  hour. 
Bach  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
daily,  and  may  serve  aa  substitntcs.  They  are  eli^ble  for  appointment  as  clerks  and 
carriers  of  the  first  grade. 

86.  Clerks  in  offices  of  the  firat  and  second  classes  and  carriers  in  the  city  delivery 
service  aredivided  into  six  grades,  as  follows:  Firstgrade,  salary  $600;  secondgrade, 
salary  (800;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  $1,200.  Clerksandcamersatflrst-classoffices  will  be  pro- 
moted successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

87.  All  promotions  of  both  clerks  and  carriera  will  be  made  at  the  beginning  of  the 
qnarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Foet^ffice  Departs 
ment  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  b^inning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriera  of  the  behest  grade  are  eligible  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

88.  Any  male  clerk  in  an  office  where  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  transfer 
to  the  service  of  a  clerk. 

89.  Examinations  for  the  following-named  second-class  offices  will  be  held  only 
when  eligibles  are  needed  {due  announcement  of  which  will  be  made) ,  and  applica- 
tion blanks  will  not  be  given  out  until  the  examinations  are  announced.  City 
delivery  service  has  been  established  at  these  offices,  and  their  force  includes  both 
cl^ks  and  dty  earners: 

Frostburg,  Md. 
Gastonia,  N.  C. 
Goldsboro,  N.  C. 
Grafton,  W.  Va. 
Hampton,  Va. 
Harrisonburg,  Va. 
Henderson,  N.  C. 
Hickory,  N.  C. 
Highpoint,  N.  G. 
Keyser,  W.  Va. 
Kinston,  N.  G. 
Lexington,  Va. 
Manchester,  Va.' 
Manninglon,  W.  Va. 
Martinsbnrg,  W.  Va. 
Morgantown,  "W.  Va. 


Alexandria,  Va. 
Annapolis,  Md. 
Bedford  City,  Va. 
Eluefield,  W.  Va. 
Bnckhannon,  W.  Va. 
Cambridge,  Md. 
Charles  Town,  W.  Va. 
CUfton  Forge,  Va. 
Concord,  N.  C. 
Easton,  Md. 
Eliiabeth  City,  N.  C. 
Elkins,  W.  Va. 
Farmville,  Va. 
FayetteviUe,  N.  C. 
Frederick,  Md. 
Fredericksburg,  Va. 


Monndsville,  W.  Va. 
Newbem,  N.  C. 
Eocky  Mount,  N.  a 
Salisbury,  Md. 
Salisbury,  N.  C. 
Sisteraville,  W.  Vo. 
Statesville,  N.  C. 
Staunton,  Va. 
Suffolk,  Va. 
Washington,  N.  0. 
Wellsbuig,  W.  Va. 
Westminster,  Md. 
Weston,  W.  Va. 
Wilson,  N.  C. 
Winchester,  Va. 
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90.  At  the  following-nained  officee  dty  deliTOry  mnice  baa  not  been  eetablisbed, 
and  tbeir  force  includes  derka,  bat  not  dty  carriers.  Examinations  for  these  offices 
will  be  held  only  when  eliglbles  are  needed  and  will  be  duly  announced,  and  appli- 
cation blanks  will  not  be  distribnt«d  nntil  sach  ranoimoement  is  made: 


Abingdon,  Va, 
Belwr,  Md. 
Blacfcstone,  Va, 
Burlington,  N.  C, 
Chapel  Hill,  N.  C. 
Ghestertown,  Md. 
Covington,  Va. 
Grisfield,  Md. 
Culpeper,  Va. 
Fortress  Monroe,  Va. 
Franklin,  Va. 
Greenville,  N,  C. 
Havre  de  Gmce,  Md. 


Henderson vi  He,  N.  0. 
Hinton,  W.  Va. 
Hot  Springs,  Va, 
Leeaburg,  Va. 
Lenoir,  N.  0. 
LesingtoD,  N.  C. 
Lumberton,  N.  C. 
Monroe,  N.  C. 
Morganton,  N.  C. 
Mount  Airy,  N.  C. 
New  Martinsville,  W.  Va. 
OsEord,  N.  C. 
Polaski,  Va. 


Reideville,  N.  C. 
Eichwood,  W.  Va. 
Bockingham,  N.  C. 
Salem,  Va. 
Shelby,  N.  C. 
South  Boston,  Vo. 
Tarboro,  N.  C. 
Warrenton,  Va. 
Waynesboro,  Va. 
Waynesville,  N.  C. 
Williamson,  W.  Va. 
Wytheville,  Va. 


91.  It  is  the  policy  of  tbe  Poet-Offlce  Department  to  fill  vacancies  in  the  position 
of  aaaiatant  poatmasterin  fiist  and  Bec<»d-eliia8  post  offices  by  the  promotion  or  tnms- 
fer  erf  competent  penms  already  in  the  service. 

CIiEBXCAL,  MINOB-CIiEBICAIi,  AND  SUBCI^BICAL  POSI- 
TIONS IN  OTHSB  FIBIjD  SEBYICES. 

92.  Clerical,  minor-clerical,  and  subclerical  pomtions  in  field  brancbee  of  the  Snb- 
treasury,  the  Mint  and  Assay,  the  Custodian,  the  Immigration,  the  Steamboat-Inapec- 
tion,  the  Lighthouse,  and  the  Marine-Hospital  Bervices;  in  pension  fancies  and  navy 
yards;  in  Bureau  of  Animal  Industry,  Weather  Bureau,  Burean  of  Mines,  Bureau  of 
Standards,  Engineer  Department  at  Large  and  Quartermaster' s  Department  at  Large 
establishments,  and  other  field  branches,  are  filled  by  certification  from  appropriate 
roisters  established  from  examinations  for  these  grades  as  described  on  pages  6  to 
8,  inclusive. 

PREUMINART  RBQDIRBMEMT8,  SUBT&BASITIt'X'  SBRTICX:. 

93.  In  order  to  beo(»ne  eligible  for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service,  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three  years*  ezperiraice  in  lines  of  work  aimiiar  to  that  of  clerical  positions  in 
Bnbtreasnries. 

94.  Itigid  teats  of  character  and  int^jity  will  be  implied  to  all  applicants  for  tbe 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  tests  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  CSvil  Serrioe  Commission  and  the  aasiBtant 
treasurer. 

95.  Whenever  tiie  Department  so  de^dres,  separate  but  not  different  examinations 
will  be  held  and  separate  regiBt«rB  of  elijriblee  maintained  for  any  subtreasury. 
Otherwise  certiflcatioa  to  positions  in  the  Snbtreasury  Service  will  be  made  from 
the  genend  regiatera  eatabliehed  by  the  examinations  described  on  pages  5  to  S, 
inclusive, 

ENGINEER  DEPABTMENT  AT  LABOE. 

96.  Tbe  headquarters  of  the  various  engineer  diatrieta  in  the  Fourtii  Civil-Service 
District  are  located  at  Baltimore,  Md.;  Norfolk,  Va. ;  Washington,  D.  C. ;  Wheeling, 
W.  Va.;  and  Wilmington,  N.  C. 

(4tb  Dlat] 


BDDCATIONAI.  KXAMIN^TIONS. 

97.  The  positions  ot  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  atenogtapher, 
typewriter,  copyist  draftsman,  mechanical  apprentice  drafteman,  and  aubclerical 
positions,  including  elevator  condnctor,  messenger,  messenger  boy,  skilled  laborer, 
and  watchman,  are  filled  by  certificaUon  of  eligiblee  by  the  district  secretary  at 
Waahit^tiDn,  D.  C.  Of  these  podtioaB,  those  of  the  clerical  and  snbclerical  grades 
are  filled  from  r^^istera  resulting  from  the  first  and  third-grade  examinations 
described  on  pages  5  to  8  of  this  pamphlet  Information  concerning  the  stenog- 
ntpher  and  typewriter,  messenger  boy,  and  elevator  conductor  examiiutions  will  be 
found  on  pages  17  to  19.  Examinatioiia  for  copyist  draftsman  and  mechanical 
apprentice  draftsman  wilt  be  held  only  whea  eligibles  are  needed,  dne  announce- 
ment of  which  will  be  ni«d&  The  district  secretary  will  (omish  information  con- 
cerning the  bookkeeper  examination, 

98.  Examinations  for  other  positiona  which  require  mental  tests  will  be  aonounced 
by  the  Civil  Service  Commiaaion  at  Washington  as  the  needs  of  the  service  require. 
Due  notice  of  such  examinations  will  be  given  in  the  public  press. 

NOITEDUCATIONAI.  KXL&M  I  NATIONS. 

99.  This  class  includes  mechanical  trades  and  similar  positiona.  Vacancies  in  such 
portions  are  filled  from  registers  ealablisbed  by  the  local  boards  of  examinera  for  the 
Engineer  Department  at  La:^  under  the  sapervisiun  of  the  district  secretary. 

100.  Application  and  examination  form  ISDO  is  required,  and  may  be  obtained  at 
any  time  from  the  secretary  of  the  Fourth  Civil-Service  District,  Washington,  D.  C, 
or  from  the  secretary  of  the  engineer  board  at  any  of  the  offices  mentioned  in  sec- 
tion 96.  Applications  must  be  filed  with  the  secretary  ot  the  board  of  examinera 
for  the  engineer  district  in  which  employment  ia  decdred. 

101.  lU^iaters  will  be  eetabliahed  quarterly,  or  more  treqoenUy  if  the  needs  of  the 
service  require.  To  receive  consideration  for  a  certain  quarter,  applications  must  be 
filed  in  complete  form  not  later  than  the  16th  of  March,  June,  September,  or  Decem- 
ber, as  the  case  may  be.  The  registers  will  be  made  up  on  or  soon  after  the  first  ot 
the  nest  sncceeding  months. 

\02.  Sep8rat«  local  registers  are  maintiuned  for  the  headquarters  of  each  engineer 
district  Where  employeee  are  needed  in  connection  with  engineering  work  at  points 
(mtside  the  immediate  vicinity.of  the  headquarters  of  the  district,  separate  registers 
ve  maintained  for  such  positions  as  the  service  may  need.  Keglsters  show  the  par- 
ticular branch  of  the  mechanical  trade  in  which  the  eligible  may  be  experienced, 
and  selection  may  be  made  of  the  highest  three  eligihles  who  have  had  experience 
in  that  particular  branch  of  the  trade.  For  Instance,  the  carpenter  register  may 
contain  the  names  of  st^r  builders,  ship  carpenters,  bridge  carpenters,  etc. 

103.  Vacancies  occnrring  in  the  Engineer  Department  at  l4>rge  in  noneducational 
positions  that  are  common  in  their  requirements  to  dmilar  positions  in  other  parte 
of  the  service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part 
of  the  service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  additional  information  concerning  noneducational  positions  see  page  19.) 

QUARTERMASTER'S  DEPARTMENT  AT  IiAROE. 

104.  Establishments  of  the  Quartermaster's  Department  at  Large  in  the  Fourth 
Civil-Service  District  ore  located  at  the  following-named  places:  Forts  Armistead,  Car- 
roll, Howard,  McUenry,  Smallwood,  and  Washington,  in  the  State  of  Maryland;  the 
depot  quartermaster's  ofBce  and  Washington  Barracks,  in  the  District  of  Columbia; 
Arlington  National  Cemetery,  Forts  Hunt,  Myer,  Monroe,  and  Wool,  in  the  State  of 
Vir^nia;  and  Fort  Caewelt,  in  the  State  of  North  Carolina. 

[4th  Dist.] 


BDDOATIONAXi  XTSAMINATIONS. 

1(^.  Vacandes  occnrriDg  in  clerical,  miaor^erical,  and  Bubclerical  positions  are 
filled  by  certification  from  registers  resultii^  [rom  the  first,  secoad,  and  third-grade 
examiuations  described  on  pages  5  to  8  of  this  pamphlet  Examiaations  for  other 
poeitioDB  which  require  mental  tests  are  held  aa  the  needs  of  the  service  require. 

NONX3>nCATIONAI.  EXAMINATIONS. 

106.  This  clasB  includes  mechanical  trades  and  similar  positions.  Applications  tor 
the  following-named  positions  may  be  filed  at  any  IJme: 

Blacksmith.  Marine  fireman.  Plumber. 

Carpenter.  Master.  Stationary  steam  engineer.' 

Marine  steam  engineer.         Packer.  Stationary  fireman. 

107.  ApplicalJon  forms  may  be  obtiuned  from  and  should  be  filed  with  the  Secre- 
tary, Fourth  Civil-Service  District,  Washington,  D.  C. 

108.  The  age  limits  for  examinations  for  mechanical  trades  and  similar  positions 
in  the  Quartermaster's  Department  at  Largeare  as  follows:  Men,  minimum,  20,  maxi- 
mum, 50;  women,  minimum,  18,  maximum,  50.  The  age  limits  are  waived  in  cases 
of  persons  honorably  discharged  from  the  military  or  naval  service  by  rea»on  of 
WAmdi  Ttcdved  or  mekneu  incurred  in  the  line  of  dtity. 

109.  Application  and  examinalJon  form  1800  is  reqnired. 

110.  Applicants  who  desire  to  apply  for  examination  for  more  than  one  position 
must  file  a  separate  application  for  each  position  desired. 

111.  Applicants  for  these  examinations  may  «gn  their  applications  by  mark  if 
nnahle  to  write. 

112.  Applicants  for  the  positions  of  marine  steam  engineer,  master,  and  mate 
should  give  in  their  applicationB  the  names  and  tonnages  of  the  vessels  upon  which 
they  have  been  employed  and  submit  with  their  applications  licenses  or  certificates 
from  the  proper  steamboat  inspectors  showing  the  grade  and  character  of  the  licenses 
held  by  them. 

113.  R^^steid  will  be  established  quarterly,  or  more  frequently  if  the  needs  of  the 
service  require.  To  receive  consideration  for  a  certain  quarter,  applications  must  be 
filed  in  complete  form  with  the  district  secretary  not  later  than  the  I5th  of  March, 
June,  September,  or  December,  as  the  case  may  be.  The  roisters  will  be  mode  up 
on  or  soon  after  the  first  of  the  next  succeeding  months. 

114.  Examinations  for  positions  other  than  those  named  in  section  106  are  held 
only  when  eligibles  are  needed,  and  applications  are  not  accepted  until  an  examina- 
tion has  been  aononnced. 

115.  Vacancies  occurring  in  the  Quartermaster's  Department  at  Large  in  nonedn- 
cational  poaitions  that  are  common  in  their  requirements  to  similar  positions  in  other 
parts  of  the  service  may  also  be  filled  by  selection  from  suitable  registers  for  any 
part  of  the  service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist 

(For  method  of  certification  see  sec.  162.) 

(For  further  information  in  regard  to  noneducational  examinations  see  p.  19.) 

CUSTODIAN  SERVICE. 

116.  The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Positions  of  the 
noneducational  class  in  this  service  are  such  as  fireman,  janitor,  etc.  Examinations 
for  such  positions  are  held  only  when  eligibles  are  needed,  and  due  announcement 
of  examinations  will  be  made  in  the  pnblic  press.  When  examinations  are  announced 
application  forms  may  be  obtiunod  from  and  should  be  filed  with  the  Secretary, 
Fourth  Civil-Service  District  Washington,  D.  C. 

I  ExamlDatlon  for  tbb  posltlOD  will  Include  men  [altesU  II  the  salary  Is  mote  than  two  pet  aDDum. 
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(For  further  infonnati<m  conceminf;  noDedocatioiial  ezaminatioiiH  see  p.  19  of 
this  pamphlet. ) 

117.  Yacanciee  occurring  in  the  Cuatodiaa  Service  in  noneducational  poeitions  that 
are  common  in  their  reqturementa  to  similar  portions  in  other  parte  of  the  aervioe, 
may  also  be  filled  by  selection  from  suitable  registets  for  any  part  of  the  service  in 
the  vldnity  of  the  place  at  which  the  vacancies  exist. 

118.  Vacancies  in  double-titled  poratdons  in  the  Custodian  Service,  soch  as  fireman- 
vatcbman,  watchman-fireman,  fireman-laborer,  janitor-fireman,  etc,  are  filled  from 
appropriate  r^tistere  of  one  tdtle.  The  first  word  of  the  title  of  such  double-titled 
portions  indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  noneducational  or  educational  examination  according  to  the  duties  of  the  pomtion 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman- 
watchman  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
when  eligibles  are  needed),  while  a  vacancy  in  the  position  of  watchman-fireman 
will  be  filled  by  certification  from  tbe  re^ster  established  as  a  result  of  the  third-grade 
educational,  or  suhclerical,  examination  referred  to  on  page  7. 

119.  Application  and  examination  form  1800  is  required  for  noneducational 
examinations  in  tbe  Custodian  Service. 

120.  The  minimum  and  maximum  t^  Umita  for  noneducational  esaminations  in 
the  Custodian  Service  are  18  and  65  yeare,  reepectively.  All  honorably  discharged 
United  Btatee  soldiers  and  sailore  of  the  war  of  the  rebellion  will  be  admitted  to 
these  examinations  without  r^^ard  to  the  age  limits.  The  age  Kmits  are  also  waived 
in  the  cases  of  persons  houorably  discharged  from  the  United  States  military  or  naval 
service  by  reason  of  dieabUUy  requiting  from  wounde  received  or  tidaiai  incurred  in  the 
lineofdvty. 

121.  Examinations  for  assistant  custodian-janitor  and  for  technical  positions  in  tbe 
Custodian  Service,  such  as  steam  engineer,  electrician,  etc.,  include  edncational 
qoalifications,  and  are  announced  only  when  eligibles  are  needed. 

8TENOORAFHER  AND  TYPEWBITER. 

122.  The  stenographer,  the  typewriter,  and  the  combined  stenographer  and  type- 
writer examinations  are  held  quarterly  in  January,  April,  July,  and  October  at 
various  places  throughout  the  country.  Examinations  are  held  simultaneously  for 
field  positions  (that  is,  positions  outmde  of  Washiugton,  D.  C),  for  positions  in  the 
departments  and  ofilces  at  Washington,  and  for  positions  in  tbe  Philippine  and 
Isthmian  Canal  Bervices.  Only  the  combined  stenc^rapher  and  typewriter  exami- 
nation is  given  tor  the  Philippine  Service. 

123.  Applicant  are  required  to  show  in  their  applications  the  service  or  services 
in  which  employment  is  desired,  and  at  the  time  of  examination  each  competitor  is 
given  an  opportunity  to  indicate  the  exact  localities  in  which  he  is  willing  to  accept 
appointment  Those  who  indicate  a  willingness  to  accept  appointment  in  Wash- 
ington, D.  C,  will.  If  an  eligible  rating  is  attained  in  the  examination,  have  their 
names  placed  on  the  register  for  Washington,  D.  C,  only,  unless  they  apply  for  the 
Philippine  or  Isthmian  Canal  Service.  Those  who  indicate  a  desire  for  appointment 
to  positions  only  in  field  services  will  have  their  names  placed  on  a  register  of  eli^- 
btes  for  that  purpose.  An  eligible  may  not  have  his  name  on  the  register  for 
Washington,  P.  C,  and  also  for  the  field  service  at  the  same  time.  A  person  who 
baa  signified  his  willingness  to  accept  appointment  in  Washington,  D.  C,  may  also 
have  his  name  placed  on  the  register  for  tbe  Philippine  Service  or  the  Isthmian 
Canal  Service,  or  both,  by  filing  a  separate  application  for  each  additional  service 
desired  and  by  complying  with  tbe  addltioual  requirements.  Persons  whose 
names  are  on  registers  for  field  portions  may  not  have  their  nam^  on  the  register 
for  the  Philippine  Service  or  for  the  Isthmian  Canal  Service  at  the  same  time.    Appli- 

lith   DiBt.] 
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cation  may  be  made  tor  examination  for  the  PblUppine  Service,  or  the  Isthmian  Canal 
Service,  or  both,  and  not  tor  service  tn  Washington,  D.  C.,  if  desired.  A  person 
whose  name  ie  on  the  TCgiBter  for  field  podtione  may  have  his  name  transferred  to 
the  ngistor  for  poeiti<Hts  in  Washington,  D.  C,  in  the  Philippine  Service,  or  in  the 
lathmian  Canal  Service,  or  vice  versa,  at  any  time  within  the  period  of  eli^bility  if 
there  is  a  reason  for  snch  transfer  which  is  satdsfactory  to  the  Commission  and  the 
person  has  complied  with  the  requirements  of  the  service  to  which  transfer  of  el^- 
bility  is  desired. 

l£3a.  An  order  ismed  by  the  War  D^Nutment  requires  of  all  appointees  to  field 
services  of  that  Deportment  willingness  to  serve  a  period  of  daty  in  the  Philippine 
Iriands,  if  ncrwwry.  It  is  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Pliilippines  sfiainst  his  will.  While  serving  in  the  Philippines,  employees 
are  given  an  increase  of  (200  per  annum  in  their  pay,  and  tihey  are  allowed  trans- 
portation expensee.  Two  years  is  nsoally  the  dnntion  of  each  daty.  Applicants 
for  examination  for  fi^d  services  eboold,  therefore,  indicate  in  their  applications 
their  willingness  oi  nawilUngnees  to  accept  appointment  in  services  under  the  War 
Department,  and  the  lowest  salaries  they  are  willing  to  acc^t  while  employed  in 
the  United  States. 

124.  Form  1424,  showing  the  dates,  places,  character,  and  scope  of  the  examlna- 
tJMis,  and  the  reqnlrements  for  the  varioos  services,  may  be  obtained  by  addressing 
the  district  secretary  (» the  Commission  at  Washington.  Application  forms  will  also 
be  forwarded  npon  request  Form  804  is  required  for  all  services  except  tbe  Pbilip- 
inne;  for  the  PhiUpi»ne  Service  form  2  is  reqaired.  Applications  may  be  filed  at 
anytime  with  the  Commission  at  Washington.  The  age  limits  for  tbe  various  serv- 
ices are  as  follows;  Isthmian  Canal  Service,  minimum  20,  maximum  45;  Philippine 
Service,  minimum  18,  maximnm  40;  other  services,  minimum  18,  no  maximum  limit 

125.  Womai  are  admitted  to  the  April  and  October  examinations  only,  and  are  not 
admitted  to  tbe  examination  for  the  Philippine  or  the  Isthmian  Canal  Service. 

126.  Tbe  demand  for  male  stenc^iapher  and  typewriter  eligiblee  is  nsaally  greater 
than  tbe  supply.  Promotion  to  tbe  higher  grades  is  reasonably  rapid  for  those  whose 
services  prove  satisfactory. 

127.  For  method  of  certification  see  section  161. 

DEPUTY  UNITED    STATES    MABSHAL,  DEPABTMENT   OF 
JUSTICE. 

128.  All  United  States  deputy  marshals,  except  those  employed  as  field  depnttes 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  porition  will  be  filled  as  foUows: 

129.  Vacancies  in  podtions  requiring  a  knowledge  of  stenography  and  typewriting 
w  of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
register  for  field  services  or  the  bookkeeper  roister  for  the  geneml  departmental 
service  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists.  (See 
sees.  122  to  127,  and  166.) 

ISO.  For  vacandee  in  pomtions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeepii^,  certification  will  be  made  from  tbe  first^rade, 
or  clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 


8  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner 
unless  it  is  determined  by  the  Department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  fiiat-grade,  or  clerical,  examination,  including  a 
Ust  of  places  at  which  the  examination  may  be  taken  and  the  dates  of  annual  exami- 
nations, is  given  on  pages  6  and  7  of  this  publication.) 
[41h  Dint.] 
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ELEVATOR  CONDUCTOR. 

132.  The  poaitioa  of  elevator  conductor  in  Federal  boildiiigB  is  filled  by  eiaminft- 
tion  cMiBiating  of  the  edacaliott^  robjecte  of  the  third-grade  examination  as  shown 
on  pt^  23,  with  a  weight  of  60  per  cent,  and  training,  experience  and  fitneea  50 
percent 

133.  The  minimam  age  Uioit  for  t^  examination  ia  20  yearn;  there  it  no  maximum 
agB  limit 

134.  Application  and  examination  form  1800  is  required. 

136.  Applicants  for  this  examinatioa  must  be  able-bodiad  and  phyeioaUy  capable 
of  pwforming  manual  labor. 

130.  In  ratii^;  the  dement  of  "expeiienoe"  i^reditwillbegiTenforactnalexperieaGe 
as  elevator  condnctor,  electric  motorman,  ur  electric  cntoeman,  and  applicants  who 
have  not  had  at  least  six  months  of  snch  experieodce  will  not  be  admitted  to  the 
examination.  U  an  applicant  baa  had  only  eix  months'  experioice,  that  experience 
must  have  been  gained  within  the  twelve  montha  just  prior  to  the  date  of  applica- 
tion. Applicants  must  fully  indicate  in  their  applications  the  kind  of  elevators, 
whether  passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the 
length  of  their  experience. 

137.  This  examinatiim  will  be  held  only  when  eligiblee  are  needed,  and  will  be 
dttly  aimounoed  in  the  public  frees. 

MESSENGER  BOY. 

138.  Examinations  for  flUing  vacancies  in  this  poratjon  are  held  in  the  dty  in 
which,  or  in  the  vicinity  of  which,  a  vacancy  occurs,  and  only  when  eligibles-  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjects 
(see  p.  23),  with  the  exception  of  the  subject  of  training,  experience  and  fitness, 
each  of  the  five  subjectfi  having  a  weight  of  20  per  cent.  When  examinationB  are  to 
be  held,  announcement  is  made  in  the  public  press. 

139.  The  minimum  and  maximum  age  limits  for  this  examinatiMi  are  IS  and  18 
years,  respectively. 

140.  Application  form  1371  is  required. 

NONEDtrCATIONAIi  BXAMINATIONS. 

141.  This  class  includes  examinations  for  the  mechanical  trades  and  Bimilor  posi- 
tions which  do  not  require  a  mental  test  These  positions  in  the  Custodial  Service, 
the  Engineer  Department  at  I^rge,  the  Quartermaster' s  Department  at  Large,  and 
other  brauclies  of  the  service  have  been  placed  under  the  district  ayBt«m.  [See 
sec.  2.) 

142.  Appropriate  examinations  are  held  based  on  training,  experience  and  fitness, 
and  physical  ability.  77i«  rekUive  weighU  of  theae  gubjeett  on  a  neale  of  100  art:  Phytieal 
iMlUy,  40;  training,  experience  andpnesi,  60.  The  information  on  which  the  ratings 
are  based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care  should 
betaken  to  furnish  accurate  and  completeinformation,  in  order  that  a  snfBcient  basis 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered.  All  statements  relating  to  trainii^(,  experience  and  fitness 
are  subject  to  verification. 

143.  The  method  of  rating  tba  subjects  of  these  examinations  is  as  follows: 

(a)  PsTBicAL  ABILITY. — An  applicant  without  apparent  physical  disqualiflcationa 
ia  rated  at  9S  for  this  element.    For  physical  defects  which  may  imp^r  his  efflcieney 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  96,  according  to  the  nature  of  this  defect  or  disqooliflcation. 
[4th  Diat.) 
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(b)  TaAiNiNG,  Bxi'lUuBilCi  AH&  fTTNESB.— TbiB  subject  will  be  rated  apon  the  atato- 
mentB  made  by  the  applicant  in  biB  application,  as  coiTol>orated  by  bia  voucliers  tatd 
teferences.  CoosideTation  wilt  be  given  to  ttie  date,  length,  quality,  and  cbaracter 
of  tbe  experience  shown,  and  special  consideration  will  be  given  experience  which 
is  continuous  and  recent. 

144.  In  any  of  these  exandnatione  the  Commission  may  in  its  discretion  call  for 
anch  additional  evidence  of  qualiflcaticina  or  capacity  as  It  may  deem  necessary,  but 
no  recommendations  other  than  those  called  for  by  the  Commission  will  be  con- 
ridered. 

146.  All  competitors  rated  at  70  or  more  are  eli^ble  for  appointment,  and  their 
names  are  placed  on  tbe  proper  roister  according  to  their  ratings;  but  the  names  of 
pereons  preferred  under  section  1764,  Bevised  Statutes,  rated  at  66  or  more  are 
placed  above  all  others  who  have  not  been  allowed  such  preference. 

146.  When  such  examinations  (nonedncationail)  are  given,  appUcante  are  not 
required  to  appear  at  any  place  for  examination,  bnt  shoold  file  fully  executed  appli- 
cations on  the  form  prescribed. 

147.  Further  informatitm  concerning  noneducatlonal  examinations  will  be  found  in 
this  pamphlet,  as  follows:  Engineer  Department  at  I^tge,  page  16;  Qmutermaster's 
Department  at  Large,  page  16;  Custodian  Service,  page  17. 

148.  For  infiumation  concerning  noneducational  positions  in  other  services  appli- 
cation should  be  made  to  tbe  district  secretary  or  the  Civil  Service  Commission  at 
Washington,  D.  C, 

UNSKIUiBD  ItABOBER. 

149.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  governing 
the  employment  of  laborers  in  the  Federal  service  positions  of  this  character  are  filled 
by  registration  of  elipbles  after  a  physical  teat.  The  duties  of  men  are  those  of  com- 
mon laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equivalent.  labor 
r^ulationa  are  in  force  at  Baltimore,  Md.,  and  Norfolk,  Va.,  and  vidnity ,  in  tbe  Fourth 
Civil-Service  District  Examinations  for  Baltimore,  Md.,  and  Norfolk,  Va.,  are  held 
annually  in  October.  Application  blanks  may  be  obtained  from  tbe  boards  of  labor 
employment  at  tbe  post  offices  at  Baltimore  and  Norfolk  and  the  customhouse  at 
Newport  News  only  between  September  1  and  October  1.  Applications  will  not  be 
accepted  unless  filed  with  such  boards  prior  to  the  hour  of  closing  businessonOctoberl. 

150.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  chaige  of  the  office  where  em- 
ployment is  deaired. 

161.  The  minimum  and  maximum  age  limits  for  this  position  are  20  and  60  years, 
respectively.  The  age  limits  are  waived,  however,  in  the  cases  of  honorably  dis- 
charged veterans  of  the  Civil  War  and  persons  honorably  dischai^ed  from  the  United 
States  military  or  naval  service  by  reason  of  disability  resulting  from  wounds  received 
or  sickness  incurred  in  the  line  of  duty. 

CERTIFICATION  AND  EUOIBIUTY. 

152.  After  tbe  papers  of  an  examination  have  been  rated  the  names  of  the  eli^bles 
are  entered  on  the  register  in  the  order  of  the  average  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service^  duability  immTj-ed  in  the  line  of  duty.  The  names  of  such  persons 
whose  claims  (or  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percentage  of  not  less  than  65  will  be  placed  at  the  head  of 
the  eligible  r^stet 
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163.  Snparftte  rasters  are  establiehed  for  men  and  women,  and  certification  ia 
made  according  to  the  requisition  of  the  nominating  officer. 

154.  The  period  of  elifribilitj  is  one  year  from  the  date  of  entering  the  name  on 
the  raster. 

155.  The  highest  three  names  on  the  appropriate  re^eter  ate  certified  for  each 
vacancy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointing  ofilcer  in  each 
service  for  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  cer- 
tified for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  tower  than  that 
named  by  him  in  his  application  or  esamination  papers.  Appointment  to  a  posi- 
tion in  any  service  will  operate  to  remove  the  el^ble'e  name  from  all  r^isteis  of 
the  grade  from  which  the  selection  was  made  and  from  registers  of  lower  grades. 
Appointments  may  be  made  from  a  higher'^rade  register  for  filling  vacancies  in  & 
lower-grade  poation. 

156.  For  filling  Tacandee  in  the  Intemal-Bevenue  Service  certJflcation  will  be 
made  of  the  names  of  eligibles  who  were  examined  In  the  intemal-ievenue  district 
in  which  the  vacancy  occurs. 

157.  For  filling  vacancies  in  the  Costomhonse  Service  certification  will  be  made 
of  the  namee  oE  the  eligiblea  examined  at  the  port  at  which  the  vacancy  exists, 
except,  where  examinations  are  held  also  at  siibports  for  the  convenient^  of  appli- 
cants, the  highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at 
Bubports. 

158.  For  the  poutions  of  clerk,  and  carrier  for  city  delivery,  in  post  offices,  a  separate 
register  b  established  for  each  clasaiBed  poet  office,  containing  the  names  of  eligiblea 
examined  for  snch  office.  For  certain  Urge  poet  offices  separate  male  clerk  and  car- 
rier r^;istera  are  established,  while  for  all  other  offices  in  which  both  clerks  and  dty 
carriers  are  employed  the  names  of  the  male  eligibles  are  entered  on  both  the  clerk 
and  carrier  roisters.    (See  sees.  SI  and  82. ) 

159.  In  filling  vacandes  in  the  podtion  oE  office  deputy  United  States  nmiehal  cer- 
tidcation  will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

160.  Certification  for  flllii^  the  position  of  clerk  in  the  Army  Traosport  Service 
will  be  made  of  eligibles  who  live  in  the  dty,  or  the  vicinity  of  the  dty,  from  which 
the  transport  sails. 

161.  In  making  certification  for  filling  vacandes  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  the  field  service  the  rules 
outlined  in  tlie  forgoing  paragraphs  relali^/e  to  methods  of  certification  in  the 
various  branches  of  the  service  will  apply  ho  far  as  possible.  The  names  of  eligibles 
on  the  Fourth-District  register  for  field  serviccswho  have  been  examined  and  redde 
outside  the  district  will  not  be  certified  for  vacancies  occurring  in  that  district  while 
there  are  three  aviulable  eligibles  on  the  raster  who  were  examined  and  reside 
within  the  district  Transfer  of  eligibility  from  one  civil-service  district  to  another 
civil-service  district  may  be  made  with  the  approval  of  the  district  secretaries  con- 
cerned, but  an  eligible  so  transferred  who  is  not  a  resident  of  the  district  to  which 
transfer  is  made  will  not  be  certified  for  appointment  while  there  are  three  available 
eligibles  examined  and  residing  in  the  district  in  which  the  vacancy  exists. 

162.  The  namee  of  eligibles  for  noneducational  positions  in  the  Quartermaster's 
Department  at  Large  will  be  entered  oo  the  register  for  the  civil-service  district  in 
which  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
who  are  residents  oE  the  district  in  which  the  vacancy  exists. 

163.  In  filling  vacancies  in  positions  or  services  not  speciflcally  mentioned  above, 
certification  will  be  made  of  etigibles  exammed  at  the  place  at  which,  or  in  the 
Immediate  vicinity  of  which,  the  vacancy  exists. 

[4th  Dist.] 
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104.  Ererf  appoiotmait  is  made  for  a  probationary  period  of  six  monthe,  at  theend 
of  which  time,  if  the  appointee  is  retained  is  the  service,  such  retention  is  equivalent 
to  bis  abeolut«  appointment.  In  the  FoelrOfflce  Service  the  six  montba'  period  of 
probationary  appointment  begins  from  the  date  of  appointment  as  regular  clerk  or 
carrier,  and  not  from  tbe  date  of  appointment  as  subetitnte. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

165.  A  Manual  of  Esaminatlons  ia  issued  by  the  United  States  Civil  Service  Com- 
misnon  in  January  and  July  of  each  year.  It  contains  full  information  concerning 
tbe  regular  spring  and  foil  examinations  for  poeitions  in  tbe  Departmental,  Bail- 
way  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commiaeion,  Washington,  D.  C,  or  the  district  secretary. 


166.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  Federal 
service.  Technical  and  scientific  examinations  are  announced  from  time  to  time 
OS  the  needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of 
the  poutiona  to  be  filled.  For  all  of  these  positions  eligibles  are  certified  to  vacandes 
in  the  departments  at  Washington  or  in  the  local  offices  is  tbe  vicinity  of  their 
places  of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commis- 
sion may  be  required  for  tbe  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commimion,  Washington,  D.  C,  or  the  district  secretary. 

RURAJj  FREE-DEUVEBT  CARRIER. 

167.  Copies  of  the  regulations  and  other  information  concemii^  ezaminatiom  for 
this  position  may  be  obtained  from  secretaries  of  local  civll-ssrvice  boards  and  from 
postmaetera  at  offices  from  which  rural  routes  start,  or  from  the  Civil  Service  Com- 
mission at  Waabii^ton,  D.  C. 

168.  The  minimnm  and  maximum  age  limits  for  this  examination  are  17  and  56 
years,  reapectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sailors. 

fourth-claSs  postmaster. 

169.  On  November  30, 1908,  the  President  issued  an  executive  order  placing  fourth- 
class  postmasters  in  tbe  States  of  Miune,  New  Hampshire,  Vermont,  Massachnsetts, 
Bhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Tndiana, 
niinoia,  Michigan,  and  Wisconsin  in  the  classified  service. 

170.  To  be  eligible  for  examination,  applicants  for  this  position  are  required  to  be 
at  least  21  years  of  age,  except  that  women  are  eligible  for  examination  at  IS  In  State? 
where  women  are  declared  by  statute  te  be  of  full  age  for  all  purposes  at  18.  It  is 
also  required  that  an  applicant  must  reside  within  the  territory  supplied  by  tbe 
post  office  for  which  application  is  made,  and  that  he  shall  personally  conduct  the 
office  if  appointed.  Examinations  are  held  only  when  eligibles  are  needed  to  fill 
existing  or  contemplated  vacancies  in  the  States  named,  and  no  applications  are 
received  until  the  examinations  are  announced.  A  (»>py  of  the  r^ulations  govem- 
ii^  the  appointment  of  fourth-class  postmasters  may  be  obtained  from  tbe  United 
States  Civil  Service  Commission,  Washington,  D.  C,  upon  request. 

[4tti  Dllt.] 
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DESCRIPTION  OF  EXAMINATIONS. 
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as  mill  be  omitled  Id  exunliutlaas  for  lerTloes  other  Uuq  the  poat- 
uniix,  Buu  LiiH  iBiiLuvig  weiKuu  un  Bacole  ol  100  will  be:  BpelUnK.  10;  ulthmetle.  10;  letter  wrltliiK, 
20;  penmntublp,  20;  copvlDg  from  plain  copj,  1&;  United  etat«8  Keosraiibr,  10. 
t>  All  atatemenis  reladns  to  tralnlDg,  ezpeiieDoe,  and  fltniMi  ace  aubject  lo  TerlAeatkia. 

In  the  first-grade  examinatioii  competitors  who  fail  to  attain  a  rating  of  at  least  70 
in  arithnietic  or  66  in  report  writing  will  not  be  eligible  fen-  appointmeat,  and  the 
remaining  eubjecta  of  their  examinations  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FCKBT-GRADB  KEAMINATION. 

1.  Spbijjko;  Twenty  words  of  more  than  average  difflcnltj.  3.  Autbuhro: 
Fundamental  rnlee,  fractiona,  percentage,  inteieat,  disconnt,  analysis,  and  statement 
of  smple  accounts.  3.  Pehkanhhip:  Bated  on  lability,  rapidity,  neatness,  and 
general  appearance.  4.  RKpoBrwWTiMQ;  Testinwritinginletterformareport,from 
150  to  200  words  in  length,  snmmarizing  and  arranging  in  l<^cal  order  a  series  of 
facts  included  in  a  given  statement  of  400  to  600  woids.  5.  OoPviNa  aud  ookbbct- 
mo  hanubcript;  Test  in  making  a  smooth,  corrected  copy  of  ft  draft  of  manuscript 
which  includes  erasures,  misepelled  words,  errors  in  syntax,  etc.     6.  GaooKAPBr 

AND  CIVIL  OOVKBNMBKT  OP  THB  UsiTW)  StATIS. 

The  following  qoeetions  and  tests  which  have  been  used  indicat«  tlie  genend  dax- 
acter  of  these  snbjecte: 

Itnt  BnbJeM— Spelling,— epelllDK  li  dictated  by  tbe  examiner.  Tbe  word*  are  wrtttetl  by  Cbe 
eompetllDt  in  the  blank  ipacei  IndlcaUd  on  the  Bnt  sheet  of  the  euunlnadon.  All  words  (hould  be 
mnnnienDed  with  lu^iltal  letlen.  The  examiner  prononncea  eaiA  wort  and  iItm  lis  deDnltion. 
The  competitor  la  reqalred  lo  write  only  the  word  utd  not  Ita  definition. 

QillHilA-.- A  long  round  body.  JVomlMDiv  ConlalnlngaptMnlae;  aa,apnimlaK>i7note.  EuaMal; 
Meceaaaiy  or  Indispensable.  DIaeemOile:  Apparent  or  viilble.  Otvorttoiitih- A  Bt  or  oonrenlent  time. 
DeeeHfiO:  False  or  tricky.  D<ftmHc-  Respect  or  legaid.  TnterUom:  The  act  Ol  placing  In:  t,  the 
Insertion  of  an  advertisement.  RudHlale:  To  make  easy:  as,  to  facllllate  bUIlDnH.  Sdienedadv:  A 
Oltyof  tboUnlledStates.  Adjacent:  Lylngnearorboidcrlngon.  Bawtenir:  A  token  of  remembrance. 
Oanceding:  Yielding  or  giving  up;  as,  conceding  a  point.  Lineage:  Line  of  deacentor  anc«atry;  as, 
0(  royal  lineage.  Ddftaious:  Harmfulorlnjurloita;  as,  deleterious  to  health.  HoHtoMol.-  Onalevel. 
Patrimoay:  An  eelats  Inherited  from  one's  father.  CertlJlaUe:  A  written  lasamony;  aa,  a  marriage 
certliicate.  Raervofr:  A  place  ol  stoiage;  aa,  a  water  reservoir.  Priviitge:  A  right,  as  the  privilege 
of  voting. 

Secotid  Subject— Aitthmethk— In  solving  problema  tbe  proceaaes  should  be  not  merely  Indicated, 
bnt  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  anawer  to  each 
problem  should  be  IniJIoaled  by  writing  "Ans."  aflsr  IL 

I.  Tbla  question  comprUeae  t«stlnaddlng  DUmberBcroHWiaeand  lengthwise.  Then  an  nsnaUy 
three  columns  of  about  twelve  numbeis  each  lobe  added,  t.  Divide  47A  byT|,mnl(lplT  the  quotient 
by  SI,  and  (o  the  product  add  0.09O7  of  214.fl.  3.  A  father  invested  a  ai^clent  sum  of  money  in 
aiassachusetCs  fives  at  9T1,  brokerage  t  per  cent,  to  give  his  bod  an  aluHMl  Income  Ol  KfiOt.  What 
was  the  sura  InvcsledT  4.  The  appropriaUnn  for  tbe  ClTll  Service  Commlsaion  for  the  fiscal  year 
endedJune  30, 1897,  was  108,340.  During  that  year  00.000  persona  wen  examined.  If  84  per  cent  of 
tlila  number  failed  to  pass,  and  17t  per  cent  of  those  who  passed  wen  appointed,  what  wsi  the 
average  cost  to  the  aevernnieDt  of  each  appolntmentT  S.  On  Al^l  1,  IMM,  Amoa  Waid  owed  Qnves 
A  Coon  SSHBOon  aceouDt.  April*  he  sold  them  68  barrels  potatoes  at  ff  .711  per  banal.  April  4  he 
gave  them  a  dralt  upon  Sen  Fianclsco  for  tl.seo,  which  they  accepted  at  t  P^  cent  dlaoount.  April 
«  they  sold  Ward  SM  bushels  com  at  S41  cents  par  bosheL  AplU  U  UkaytaagU  o(  Um  3jgo  feet 
lumber  at  tl.25  per  hundred  feet,  April  19  they  sold  him  tn  6ozea  ctialra  at  M  cents  each.  April  zi 
Ward  bought  of  them  l,]SO  eggs  at  14  cents  per  doian.  Ai«il  38  he  gave  litem  a  note  In  (1,(08,  due 
'  in  sixty  days.  April  IB  he  Iwugblot  them  2,960  potmds  baf  at  110  a  ton.  Uakaan  llamlied  state- 
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neDtortbeftboveaccoimtMltehould  appeal  taken  trom  the  books  olWaid;  make  a  proper  heading; 
cloBv  the  acGount;  and  bilngdown  the  balance  aa  It  should  have  appeared  May  1, 1904. 

Tblid  SnbjMl^FeitmatiBlitii.— The  raUng  on  penmanahlp  will  be  determined  by  legibility, 
rapidity,  neatneo,  aod  general  appeomnce,  and  by  correctneu  end  unKormlty  In  the  iormatloD  of 
word^  letteia,  and  ponctuation  marlis  In  (he  eierclse  of  the  loutth  subject— report  wilting.  No 
partliniar  style  of  pemuaiublp  is  preleired. 

VoorthSnbleet— BeportWritinc-— lathiaeiecclsethecompetltorisglTen  a  loose  statement  of 
facta,  400  to  SOO  voids  in  length,  which  he  Is  lo  summaiize  and  arrange  Into  a  logical  and  complete 
report  In  the  (otmof  a  letter  ol  f  ram  160  to  MO  wordn. 

TblB  exercise  Is  designed  to  test  the  competitor'n  knowledge  of  simple  English  composition  and  his 
general  Intelligence.  In  rating  the  report,  its  enoiB  of  form  and  address,  spelling,  capjtallta^on. 
purMJtuatton,  syntax,  and  style,  and  Ihe  arrangement,  conciseness,  and  completenass  of  the  report 
are  considered. 

IVth  Siib]eet^-<:opyliig  and  Correcting  Manuscilpt.— Spelling,  use  of  capitaia.  and  all  omia. 
slons  and  mlsEakes  will  bo  taken  Into  consideration  In  rating  this  subject. 

Directioju  lo  ttie  aompditor.— Write  a  mrreded  copy  of  the  manuscript  accompanying.  Gorroct  all 
errara  In  synlai,  spelling,  punctuation,  and  capltatizatlon;  wrilc  In  full  abbtevlated  words,  etc.,  as 
Indicated.  Donotpnraplintse  the  language  of  the  copy,  or  Insert.omll,  or  modify  words,  phrases,  or 
punctuation  marks,  except  aa  may  be  necessary  lo  correct  errors. 
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Sbtli  Sabjeet— Ococnphr  u>a  CtrO  Gomniiiunt  of  OialTnlMd  StatM^-QaeaUoiu  1, 2,  and 

S  ol  this  subject  are  on  geognipb]'  of  tbe  Uailed  81al«8  arid  ore  BlmDar  to  queations  1, 2,  and  4  of 
■eocmd-giade  geo^raiih;  u  shown  nnder  that  eabject.  Queetioiu  4  sod  B  are  on  ctvtl  KOTemmeDt  ol 
the  United  Stales.    The  loUowlng  qnesttona  have  been  used: 

4.  (a)  HoiTnre  jostlcea  ol  the  Supiemo  Court  appointed?  (A)  How  many  ameadmenla  have  been 
kddedtothe  Constitution  of  the  United  States?  5,  (a)  Nome  two  wb,^ 9  In  wblcb  a  bill  may  become  a 
law  without  the  Proldent's  Bignalnre.  (b)  Name  the  lollowlng  officials:  Speaker  of  thb  Kattonkl 
Hooae  of  BepnoentatlTes;  Chief  JusOce  of  the  United  States;  and  aecretary  of  StMe. 

SBCOND-ORADB  EXAMINATIOIf. 

1.  Speluko:  Twenty  words  of  average  difficulty  in  commDnnBe.  9.  ABrmtiKno: 
Embraces  additJOD,  anbtrection,  mnltipUcatioD,  and  divieioD  of  whole  numbers  and 
common  and  decimal  fractious.  8.  Lbfcbr  wrttino:  Teet  in  the  nae  of  the  English 
Ungoage  for  business  correspondence.  4.  Pbnhahsbipi  Marked  on  le^bility,  rapid- 
ity, nefttneas,  and  general  appearance.  5.  Coptinq  rsatt  plain  copy;  An  exact 
copy  of  a  few  printed  linea  in  competitor'a  handwriting.  6.  Gboobapdy:  Questions 
relating  to  the  boundaries  of  States  and  to  capitals,  loi^est  cities,  rivers  and  other 
bodies  of  water,  and  the  location  by  Stat«e  of  prominent  cities. 

The  following  questions  and  tests  which  have  been  nsed  indicate  the  general  char- 
acter of  the  subjecto: 

nnt  HubjMt— SpeOiiK*— BpelUng  Is  dict&ted  by  the  examiner.  The  wotds  are  written  by  the 
oompetllot  in  the  blank  spaces  indicated  on  the  first  ebeet  of  the  Biamlnatlon.  All  woids  should  be 
commenced  with  capital  letten.  The  examiner  pronounces  each  word  and  KlTesltideflnitioD.  The 
competitor  is  required  to  write  only  the  word  and  not  lis  deflaition. 

Opponent-  One  who  opposes;  as,  a  political  opponent.  Prtndenl:  The  Chief  EiecntlTe  of  the  United 
Btatea.  Conqueror:  One  who  conquers.  Whotaome:  Healthful;  as,  wboleaome  food.  AiMete;  To 
gain;  as.  to  achieve  anocess.  IVan^uH:  Quiet  or  peaceful.  Ikiach:  To  separate  or  remove;  as,  to 
detach  a  leaf  from  a.book.  £qKn«lTia- Very  costly.  IteeeoK:  Death;  as.  a  person's  deceaee.  Ifotfee- 
able:  Worthy  of  notice;  aa.  a  noticeable  occasion.  Saepicioui:  Exciting  suspicion;  as.  a  euspldous 
drcnnulance.  Ibrocc,'  A  raised  bank  of  earth.  Sapping.-  Making  a  number  of  quick  blows.  Lan- 
guage: Thespeecb  of  a  people;  as,  the  Engllah  language.  Sefwdu^-  A  list  or  Inventory;  aa,sschedule 
of  prieea.  Tging;  Binding  or  fastening  with  a  cord.  Vulgar:  Low  or  mean.  Omrse:  A  way  or  tnck; 
as,  a  race  course.   Salary:  A  stated  allowance  paid  for  services.    Cllieago:  A  city  In  tbe  United  Stalest 

Second  Subject— Arltbmetlc. — In  solving  problems  the  piocesses  should  be  not  merely  Indicated 
but  alt  the  flgac»  necessary  in  solving  each  problem  shonld  be  given  in  foil.  The  answer  to  each 
problem  should  l>e  indicated  by  writing  "Ana."  after  it.  , 

1.  Add  the  following,  and  from  the  sum  subtract  32,SS5,63e  (here  will  be  given  a  short  column  of 
Dgnrea).  3.  MnlHply  TA  by  36.S,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  carriei 
can  assort  43  letters  or  ST  papers  in  ■  minute.  AC  this  rate,  bow  many  hours  will  It  lake  him  to  assort 
8,SfiA  letters  and  1S?»  pounds  of  papers,  averaging  7  papers  to  the  pound?  4.  A  lot  which  was  53  feet 
wide  and  160  feet  long  sold  tor  t8.S47.G0.  which  was  one-fonrth  more  than  it  cost.  What  was  the  coat 
per  square  foot?  S.  In  a  certain  null  there  are  2M  pounds  14  ooncea  of  newspapers  weighing  at  the 
rate  of  S  papers  to  every  T  ounces.   How  many  papers  are  there  in  the  mail?   1ft  ounces=l  pound. 

Thlid  Snblect— Letter  Writing.— The  competilorts  permitted  to  write  on  either  one  of  two  sub- 
jects given.    The  following  subject  has  been  used: 

Write  a  letter  of  not  leas  than  126  words,  givli^  your  views  as  to  the  advantages  derived  from  free 
pnbllo  libiailes  In  the  principal  cltlee  of  your  Btate.  This  exercise  is  designed  chiefly  to  test  the 
competitor's  skill  in  simple  English  composition.  In  lating  the  letter,  its  errors  in  form  and  address, 
In  spelling,  capltalliation,  punctuatloD,  syntax,  and  style,  and  its  adherence  to  tbe  subject,  will  be 
considered. 

FoiiHta  Subleet— Penmaiutilik— The  rating  on  penmanship  will  be  determined  by  tegit>ltity, 
rapidity.  neatneM,  and  general  appearance,  and  by  correctness  and  uniformity  In  the  formation  of 
words,  letters,  and  punctuation  marks  in  the  exercise  of  the  subject  of  copying  from  plain  copy.  No 
patticalat  style  ol  penmanship  is  preferred. 

mtb  Sabjecl — Copying  tnmi  Plain  t^py,— M.  B.— Paragraph,  spell,  capitalize',  and  punctuate 
precisely  as  in  copy.    Alt  omissions  and  mistakes  will  be  taken  into  oonsideiation  in  rating  this 

Make  an  exact  written  copy  of  the  tallowing; 

No  tecommendatlon  of  an  applicant,  competitor,  or  eligible  involving  any  disclosure  of  his  politi- 
cal or  religious  opinions  or  affiliations  shall  be  received,  tiled,  or  considered  by  the  Commission,  by 
any  board  of  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  rednc- 
tiona.  or  in  imposing  punishment  for  delinquency  or  misconduct,  penalties  like  in  character  shall  l>e 
Imposed  tor  like oHenssa,  and  action  thenupon  shall  be  taken  Irrespective  of  the  political  or  teligious 
opinions  or  affiliations  of  the  oflenden.  A  petHon  holding  a  position  on  the  date  said  petition  1> 
elassifled  under  the  civil^servlce  act  shall  be  entitled  to  all  the  rights  and  benedts  poesessed  by  per 
■Dni  of  the  same  class  or  grade  appointed  upon  eiamtnation  under  the  provisions  of  said  act. 
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SMb  SnIiJeM— €MKifrapIi7. — H.  B.— Competltorg  are  csDtloQed  m 
of  the  qnestioru  la  tbelr  aiuiren.  u  the  full  vslue  of  *  point  will  be  charged  tor  each  in 
Intheuisner. 

1.  ITune6I&Iea  (or  Terrltorf ea.  If  any)  u  follows:  Two  which  border  Florida  oa  the  north;  two 
which  boMei  Colorado  on  the  noith;  two  wblcb  border  New  York  on  Che  eaet;  two  whicli  border 
WiBConaln  on  the  west;  one  which  borders  Oiegou  on  the  north;  one  which  bordeia  New  Hampshire 
on  the  east.  2.  Name:  Tbo  lugeat  two  rivers  which  border  on  Eeotacky;  the  largest  two  lakes 
which  border  OQ  Klcblgui;  the  two  largest  Nmnds  on  the  coast  of  North  Carolina;  the  two  bodies  of 
water  which  the  Niagara  Klyer  connects;  a  river  which  borders  on  Nevada;  the  river  on  which 
Omaha  Is  Bltnsted.  3.  (a)  Name  the  caplul  ol  each  of  the  lollowlng-named  SUtes  (or  Territories,  If 
any):  Waablngton,  Uichlgan,  Arkansas.  Uaiyland.  Hassacbusetts;  (b)  Name  the  most  populous  city 
in  each  of  the  following-named  States  (or  Territories,  11  any):  Pennsylvania.  Or^on,  Vermont, 
Louisiana,  miiiola.  4,  Id  what  Btate  (or  Territory,  if  any)  is  each  of  the  following-named  promi- 
nent dtlea  located;  Ashevllle,  Tiintdad,  Amsterdam,  FIndlay,  LyDCbbnig,  Sedalla,  Walla  Walla, 
Keene,  Uacon,  Superior. 

Beventli  Snbjaet— Beadins  AddrSMes  (rosMl)^Tbls  exercise  conidsts  of  the  reading  of  a 
number  of  written  addresBH  which  are photollchographed  on  one  sheet.  A  second  sheet  is  fumisbed 
which  contains  the  same  addresses,  these  addretaes  being  printed  and  containing  errors  of  omission, 
mbatitnCion,  or  Insertion.  The  competitor  Is  required  to  Indicate  the  errors  in  each  printed  address 
by  underscoring  with  a  pencil,  thus,  ^^^,  any  portion  of  a  printed  address  which  Is  not  a  correct 
copy  ol  the  written  addren,  and  by  a  caret,  thus,  A,  any  omitted  words,  figures,  or  inlHulu,  Words 
abbreviated  In  the  written  address  but  printed  In  full  In  the  printed  address  are  regarded  as  correct 
If  the  correct  words  are  prlnled-  Differences  in  punctuation  or  capitallzalion  are  not  regarded  ss 
erron.    The  time  allowed  will  be  llmlled,  and  the  rating  will  be  delarmlDed  on  accuracy  only. 

The  following  are  Illustrations  of  the  method  which  should  be  pursued  In  Indicating  errors; 

WRITTEN  ADDRESS— CORRECT. 
PRINTED  ADDRESS— WITH 


WRITTEN  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Malor  A  A.  T.  Chandler, 

Pert  Tbompeon,  Alden  County,  Alabama. 
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THIRD- ORADB   EXAMINATION. 

1.  SpELUNa:  Twenty  UDCple  words  in  ordinary  use.  2.  ABrrHMBnc:  Embracu 
addition,  subtraction,  multiplication,  and  division  of  whole  nnmbere  and  of  United 
States  money.  3.  Lettib  wbitins:  Test  in  the  nee  of  the  English  language  for 
business  correspondence.  4.  Pbkmanship;  Marked  on  legibility,  rapidity,  neatness, 
and  general  appearance.  5.  Copviko  fbom  plain  copv:  An  exact  copy  of  a  few 
printed  linee,  in  competitor's  handwriting.    6.  ExPERiENra. 

The  following  questions  and  testa  which  have  been  used  indicate  the  general  char- 
acter of  iheee  subjects : 

Flnt  SnbjMt— SpMIIiv. — Spelling  In  dictated  by  the  eiunlner.  The  vords  are  written  b;  the 
competitor  In  the  blank  epocee  Indicated  on  the  first  sheet  of  the  eiamlnatlDQ.  All  wonla  should  be 
commenced  with  capital  letlen.  The  examiner  pronounces  each  word  and  gives  ItadeAnitton.  The 
competitor  la  required  to  write  onlf  the  word  and  not  Its  definition. 

Sugar:  A  Bweet  substance  made  from  the  Juice  of  the  sugar  cane.  Fledge:  Something  glren  u 
security.  OrulUer;  One  irho  has  charge  of  money  In  a  bank.  Figarei  A  mark  representing  a  number. 
Qirrylng:  Conveying  or  transporting  la  any  way.  Breadth:  The  measnre  from  side  to  side.  ^teU 
The  amount  of  paper  made  In  one  body  or  piece;  aa,  a  sheet  of  paper.  BaiO]/:  In  an  easy  manner. 
Prontier;  The  border  or  limits  of  acounUy.  FoHmee;  The  slate  or  quality  ol  being:  patient  Oiusc 
The  act  of  gnesslng;  bs,  to  gaese  at  one's  weight.  TVHvaC'  The  act  of  threathentng;  as,  to  make  a 
threat.  Diamonii:  A  precious  gem.  YML  To  go  to  see;  as,  to  visit  a  friend.  Repair:  To  mend  or 
makeover;  aa,  to  repair  clothes.  People;  The  body  of  persons  compoalng  a  nation;  as,  the  American 
people.  Jif^irt;  Tobe  Inneedof;  as.torequirenioney.  ffrMiM.- Soft  animal  faL  jlMtBer:  To  reply 
to;  as,  to  answer  a  letter.    KiliL-  To  live;  as,  to  exist  In  poverty. 

Second  Subject— ArltlunettC—In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  ligurea  necessary  In  solving  each  problem  should  be  given  in  lull.  The  answer  to  each 
problem  should  be  indicated  by  writing  "Ans."  after  it. 

1.  (This  queatiou  will  consist  of  a  short  column  ol  figures  to  be  added.)  S.  Divide  2,406.fi88  by 
4,732.  3.  UultiplyS,M3 by  608, and  then  BUbetract 98,746.  4.  AmerchanI,  whoapentt22G,  boaght65 
pounds  of  butter  at  BO  cents  per  pound.  Si  bairels  ol  apples  at  |2.2Sper  barrel,  and  spent  the  remainder 
forcofiee.  How  much  did  he  spend  for  coDeet  S.  During  the  month  of  Angust  450,000  bosbcla  ol 
wheat  were  shipped  from  a  certain  port.  During  B^tember  B7.tlM  more  bushels  were  shipped  than 
during  August.    What  was  the  total  number  of  boshels  shipped  in  the  two  months. 

Thbd  Subject— Letter  Wrlttng.— The  competitor  is  permitted  to  write  on  either  one  of  two 
subjects  given.    The  following  subject  has  been  used: 

Write  a  letter  containing  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by 
mankind  from  the  art  of  printing.  This  exercise  is  designed  chiefly  10  test  the  competitor's  alclll  in 
simple  English  composition.  In  rating  tbe  letter  Its  errors  In  form  and  address.  In  spelling,  capltall- 
lation,  punctuation,  syntax,  and  style,  and  its  adherence  to  Uie  subject  wilt  be  considered. 

Fonrtli  Subject— Penmanslilp.— The  rating  on  penmanship  will  be  detennlued  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctne«  and  uniformity  in  the  formation  of 
words,  letters,  and  punctuation  marks  in  tbe  exerclae  of  the  fltth  subject— copying  from  plain  copy. 
No  particular  style  of  penmanship  Is  preferred. 

nth  Subject— Copying  from  Plain  Copy.— N.  B — Paragraph,  spell,  capitalize,  and  punctuate 
precisely  as  in  the  copy.  All  omissions  and  mistakes  will  betaken  into  aonalderaUon  in  rating  this 
subject. 

Make  an  etaet  v>riUen  c(>pv  ofthefoUowiug: 

The  present  postal  policy  is  to  carry  newspapers  in  some  cases,  free,  and  In  alt  other  cases  at  much 
lower  rates  of  postage  than  is  charged  for  letters;  the  one  being  ior  the  public  weal,  while  the  other 
la  for  private  beneflt.  If  the  telegraph  becomes  a  port  of  the  service,  It  will  still  be  the  duty  of  the 
department  to  transmit  telegrams  for  the  press  at  much  lower  rates  than  for  private  Individuals. 


As  soon  as  practicable  after  an  examination,  tbe  papers  of  the  competitors  are 

rated  and  theaverage  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  f^.    The  foUowii^  is  a  brief  outline  of  the  rules  for  rating: 


1.  For  each  error  in  spelling  when  the  exercise  constats  of  20  words 

a.  For  each  error  In  capltaliiation 

S.  For  each  failure  to  use  or  lor  each  wrong  useof  tbe  hyphen  and  for  each  Improper  divi- 
sion of  a  word  into  a  compound  word  when  required  to  be  written  solid 
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deduBt-- 

1.  For  each  wrong  piooai,  piodncing  iDConect  reanlt,  Id  praportlan  lotbeDnmberof  Blepe 

lUTolved  and  gnvlCj  oC  eiTOi 10  to  100 

2.  For  decimal  error  uid  for  each  evMloD  of  a  declmsl  or  common  trscCloii  t««t !S 

S.  For  each  error  in  compntatton  or  In  copying' from  the  printed  qaeatloii  or  from  work.,,  10 

4.  For  minor  erTDiB.  sncb  aawiong  indlcatioa  of  a  correct  pioceiB.  incorrect  or  InconslsIeDt 

ponclaaUou.  Improper  oie  of  eymbolaof  destgnatton.  Improper  or  Incorrect  deslgna- 

tiODof  apartial  orfin&l  reenit,  etc StolO 

B.  For  faltore  to  abow  work  as  required  inaolntlou  of  problema 26  to  75 

RDxn  roB  BATiNa  LrrrsB  WBirmo. 
In  rating  the  letter,  Its  ertors  In  form  and  addrea,  In  spelling,  capttalliatlaii,  punctaation,  simtai, 
and  Btyle,  and  Its  adherence  to  and  treatment  of  the  subject  given  aj 
the  Judgment  of  the  examiners,  detenoined  on  a  scale  of  100. 

In  determining  tbe  rating  far  letter  wiitlog  it  is  proper  for  the  eiai 
way  by  the  (ollowiog  scheme:  Sxcellent,  K  to  00;  good,  M  to  80;  1 
poor,  GO  to  SO;  very  poor,  SO  to  25;  practically  worthless,  S  to  0. 


IQ  genera].  Id  addition  to  conciseness  and  completeness  of  the  summary,  the  same  elements  will  bi 
considered  in  rating  this  subject  as  are  considered  in  rating  letter  writing,  and  the  ratings  will  bi 
determined  upon  ptactleally  the  same  basis. 


Penmanship  is  rated  according  to  its  value  on  a  scale  of  100.  In  deteimintng  the  rating,  legibility, 
rapidity,  neatnen,  aod  general  appearance,  as  well  as  correctness  and  UDiformlty  in  the  formation 
of  words,  leitars,  and  punctuation  marks,  are  considered,  and  it  la  pioper  lor  examiners  lo  be  guided 
In  a  general  way  by  the  following  scheme:  Excellent,  90  to  85;  yery  good,  S&  to  BO;  good,  SO  to  7S: 
ordinary,  75  to  70;  poor,  70  to  65;  very  poor,  S5  to  50;  below  tbe  grade  of  "  very  poor,"  SO  to  ID. 


Horn  ICO 


1.  FM  Mch  wonl  or  flgtue  omitted,  repeated,  substituted,  or  Improperly  inserted 

3.  For  each  error  in  spelling,  for  each  trantposition,  lor  each  abbreviation  not  In  tlie  Copy, 
for  each  failure  to  capitalise  according  tocopy,  for  each  failure  lo  punctuate  according  to 
copy,  lor  each  failure  to  indent  margin  as  in  copy,  for  each  error  In  paragraphing,  and  for 
irregularity  in  left-hand  margin 

S.  For  eaoh  miadlvlsion  of  a  word  at  tbe  end  of  a  line,  fur  each  omissloa  or  improper  use  of 
the  hypbea  in  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered.  Interlined,  or 
canceled,  for  each  blot  or  minor  erasure.  If  not  neat 

i.  For  any  other  devfatlou  from  copy  not  eovered  by  tbe  lotefolng,  charges  are  made  tn  the 


a  MAMJBCBirT,  Fiitn  obadc         From  100 
dednoi — 

1.  For  each  eivor  In  spelling  (only  one  charge  to  be  made  lor  tbe  repeated  misepeUIng  of  the 

same  word  in  the  same  manner):  for  each  error  In  syntax  (no  charges  to  be  made  for  con- 
seqaentlal  errors);  for  each  word  omitted,  inaerted,  or  subatitDted  which  avoids  a  test  or 
causes  an  enenUal  change  in  meaning;  for  failure  to  wrlt«  any  tianspoelUon,  insertion,  or 
indosure  sa  indicated;  lor  restoring  a  word  or  words  canceled  In  the  copy  (only  S  to  be 
cliaiged  for  reetorlng  any  group  of  words  canceled  together  In  copy);  for  each  important 
noid  omitted  from  a  phrase  or  olber  group  of  words S 

2.  For  making  any  tranposition  of  a  word  or  group  of  words  not  indicated;  for  each  abbre- 

viatiou;  (or  Irngnlarlty  in  left-hand  margin  (fneach  ol  the  three  cases  indicated  accord- 
ing to  gravity  of  error) ItoS 

S.  For  writing  part  of  the  exercise  and  then  commendDg  again;  for  signing  name S 

4.  For  each  change  In  tense  or  nnml>er  which  does  not  result  In  an  error  o(  synlajt  or  radical 

ebange  in  meaning  [only  one  charge  to  be  madeforaconslBtentsequcnceof  changes): for 
each  word  omitted.  Inserted,  satetltuted,  or  repeated  which  does  not  avoid  a  test  or  cause 
an  e»ential  change  In  meaning;  Cor  each  error  in  capitalization,  pnnctuatlon,  indenta- 
tion, paragiApbing.  or  in  division  ol  words;  tor  each  omission  of  the  hyphen  or  for  placing  It 
at  the  beginning  of  (he  line  instead  of  at  the  end  of  the  preceding  line  (total  charges  In 
either  case  not  to  exceed  5);  lor  stenographic  perlode  (only  one  charge  In  exercise):  for 
eaeb  blot,  each  word  Interlined  or  canceled,  each  alteration  or  erasure  If  not  neat  (not 
more  than  6  to  be  charged  foranyonelnterlineatlon.cancellatlon,  alteration,  or  erasure): 
for  omlttlogaa  nnlmportant  wori  from  phtases  or  other  groups  of  words;  lor  tbe  omission 
or  ioserUon  of  a  stroke  loa  letter 1 

5.  For  paraphrasing  Ihe  language  of  tbe  text,  according  to  gravity  ol  error 5  to  100 

[4th  DlBt.] 


InnEliig:  tbis  anbject  e&eh  BaBwer  ia  nted  In  ibejndgmeniof  theeiunlnenBeoonllnrbiltafaltia 
on  ft  sole  of  100. 

When  the  queatJan  leqnlres  In  the  answer  a,  speclSed  Dumber  of  St&tea,  ooontrlea,  clUes,  ilTen,  or 
bodies  of  wateis,  elc.,  and  the  answer  contains  a  srealer  nnmber  than  Is  required  br  the  quettlon, 
each  Incorrect  iiart  oi  point  shall  be  chaiged  the  value  ol  a  required  part. 


The  rating  on  this  anbject  Is  for  accuncy  onlii.   A  cbacse  of  2  la  made  for  each  enoi  or  omInloD  In 
noting  the  errors  on  the  piiDted  sheet  nbeu  compared  with  tbe  correct  written  addreasca  glren. 
?e  between  Uie  sum  of  the  errors  tbus  fooud  and  100  Is  the  rating  on  thlssabject. 


When  tbe  quesUon  requiiea  In  the  answer 
glTen  Includes  a  greater  number,  each  Ineoi 
qnlredparL 

By  order  of  the  Commieaion: 


),.vGoo<^Ic 


ii.Gooi^Ic 


I 


■vGooi^Ic 


ii.Gooi^Ic 


ii.Gooi^Ic 


Additional  positions  may  be  included  in  the  Second  Diatrict  organization  when  the 
conditions  of  the  service  make  such  additions  desirable  and  practicable. 

4.  All  civil-service  work  pertainii^  to  the  above-named  positions  ia  under  the 
direction  of  a  district  aecretary,  subject  to  the  supervision  of  the  United  States  Civil 
Service  Commission.  The  address  of  the  district  secretary  is,  "Secretary,  Second 
Civil  Service  District,  Customhouse,  New  York,  N.  Y." 

6.  For  information  concerning  vacancies  and  salaries  o!  positions  in  any  Federal 
'  (^ce,  inquiry  should  be  made  of  the  official  in  chaise  of  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  positions  covered  by  this  publication  are  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Feisons 
who  wish  to  take  any  of  the  examinations  described  should  follow  the  directions  con- 
tained in  this  pamphlet.  In  writing  forapplication  forms  or  forinformation,  the  name 
of  the  examination  desired  should  always  be  stated.  The  application  form  when 
received  should  be  carefully  filled  out  in  accordance  with  the  instructions  printed 
thereon  and  mailed  without  delay  to  the  secretary  of  the  Second  United  States  Civil 
Service  Diatrict,  NewYork,  N.  Y.  If  the  application  is  received  by  the  district  sec- 
retary within  the  time  prescribed  for  the  receipt  of  applications,  and  the  applicajit 
is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him 
in  ample  time  to  admit  him  to  (he  examination  if  a  mental  test  is  required.  If  an 
average  percentage  of  70  or  more  ia  attained  in  the  examination  (65  or  more  in  the  cases 
of  persons  honorably  discharged  from  the  United  States  military  or  naval  service /or 
dtaability  ivcurred  in  the  line  of  duty)  the  applicant  becomes  an  "eligible"  (that  is, 
eligible  for  appointment  when  reached  in  the  order  of  his  standing)  and  his  name  is 
placed  on  a  "register  of  eligibles."    (See  sec.  160,  p.  22,) 

7.  A  lai^  number  of  communications  at«  received  in  which  the  writers  fail  to  give 
their  full  postniffice  addresses,  and  in  many  cases  the  letters  are  not  signed.  Applicants 
should  see  that  their  names  are  plainly  and  correctly  written  and  their  post-office 
addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications  foil  to 
reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached.  It 
is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  district 
secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

8.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States.  (See 
sec.  22.) 

(b)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limitation.    (See  sec.  19.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  of  both  arms  or  both  legs,  loss  of  arm  and  leg,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  uncompensated  valvular  disease  of  the  heart, 
locomot<»:ataxia,cancBr,Bright'8  disease,  diabetes,  or  is  otherwise  physically  disquali- 
fied for  the  service  which  he  seeks, 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excess. 

(«)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.     (Written  permission  must  be  filed  with  the  formal  application.) 

(J)  That  he  has,  widiin  approximately  one  year,  passed  the  same  examination  for 
which  he  again  desires  to  apply.     This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed, 
[2d  Dist] 


fhat  he  liaa  been  diamiBBed  from  the  Federal  eervicefor  delinquency  or  miscon- 
f  ithixk  one  year  preceding  the  date  of  his  application.  Whether  or  not  an  appli- 
.  'will  1:>e  accepted  after  the  expiration  of  a  year  from  a  person  diBmissed  from 
•jrvice  reeta  with  the  Commiieion,  and  each  caae  of  thia  character  will  be  con- 
^d.  on  ita  individual  merita. 

That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  poei- 
oT  \rhich  he  again  applies  within  one  year  from  the  date  of  the  expiration  of  hia 
itionary  service.    (See  sec.  172.) 

That  he  has  made  a  iabe  statement  in  his  application,  or  has  been  guilty  of 
1  or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has 
I  guilty  of  crime  or  infamous  or  notoriously  di^raceful  conduct. 
)  That  he  has  been  dischai^ed  for  desertion  from  the  military  or  naval  service  of 
United  States  under  section  1998,  Revised  Statutes. 

PREFERENCE  IN  APPOINTMENT. 

.  Section  17&4  of  the  Revised  Statutes  provides  that  persons  honorably  dischai^ed 
ax  the  military  or  naval  service  by  reason  of  diiabilily  reauUing  from  woands  re- 
oed  or  »icknei»  inatrred  in  the  Kiw  of  duty  eiaXl  be  preferred  for  appointments  to  the 
/il  offices,  provided  they  are  found  to  possess  the  businera  capacity  necessary 
;  the  proper  discbarge  of  the  duties  of  such  offices.  A  person  who  baa  been 
lowed  preference  by  the  Commission  has  the  following  advantages:  (a)  He  is  re- 
ased  from  all  age  limitations;  (i>)  he  has  to  attain  an  average  percentage  of  only 
>  to  be  eligible,  while  for  all  others  the  average  percentage  required  is  70;  (c)  hav- 
ig  attained  an  averse  percentage  of  65,  his  name  is  placed  on  the  register  above, 
ad  is  certified  before  all  others  who  have  not  been  allowed  preference;  and  (<^)  he 
I  released  from  the  law  and  rules  relating  to  apportionment  of  appointments.  (Ap- 
KunUnents  outside  of  Washington,  D.  C,  are  not  apportioned.)  If  on  the  same 
e^ster  the  names  of  more  than  one  preference  claimant  appear,  the  name  of  the 
^mant  having  the  highest  average  percentage  will,  of  couree,  head  the  list.  Pref- 
irence  under  this  section  does  not  apply  to  promotion  examinations  or  te  examina- 
rtons  lor  the  Philippine  Service. 

DEAF-MUTES. 


Uratmutes  ma;  be  admitted  to  examlnBticm:  lor  oil  places  la  tt 
Slales  whose  duUn,  In  tbe  opinion  oT  the  beads  ol  tbe  several  exei 
sldfredcapsbk  of  performing,  and  each  department  willfuralah  to  the  Civil  Serviis  Commlsaiona  list  o( 
such  positions,  whkb  list  shall  not  be  changed  without  prevtoua  notice  to  the  Commission  and  insccord- 
onw  with  which  the  Commlaslon  shall  certify  or  withhold  from  certlflciitlon  deaf-mutes  as  tbey  are  reaohed 
hithdronler. 

Form  IT86,  containing  a  list  of  examinations  to  which  deaf-mutes  will  he  admitted, 
will  be  eent  upon  request. 

OTHER  GENERAL  INFORMATION. 

11.  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  the  exam- 
inatioQB  not  tlirough  a  lack  of  knowledge,  but  largely  tbroi^h  haste  and  careleesnesa 
in  leading  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  the 
application  great  care  should  be  exercisedto  comply  with  every  requirement.  In  the 
examinations,  while  competiters  must  complete  their  work  within  a  prescribed  period, 
to  lime  allowed  is  ample  for  the  careful  consideration  of  every  question  given, 
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FIRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

26.  For  poeitioDS  in  field  bianches  of  the  service  which  require  a  mcnbkl  test  but 
do  sot  require  technical  qualifications,  exaniinationa  of  tiiree  grades  or  degrees  of 
difficulty  are  held,  namely: 

Firal-grade,  or  clerical. 
Second-grade,  or  minor-clerical. 
Third-grade,  or  Bubclcrical. 

E7.  Ellglblesontlieflistaiid  Otlrd-KiadeteEistergwllIbeceitlfledfoTflUliigvBcaiicles 
as  they  may  occur  In  any  btauch  of  the  field  service  In  positions  eoveied  by  the  piade 
ol  examination  they  have  passed.  (See  rules  governing  oertificatlous,  page  22.) 
Applicants  for  the  first  and  third  grade  ezamlnattons  shonld  theretore  apply  lor  "all 
services' '  In  theli  applications,  unless  there  are  one  oi  more  services  in  which  they  will 
not  accept  appointment.  In  this  event  they  should  specifically  enumerale  In  their  appli- 
cations the  servloes  in  which  appointment  is  NOT  desired  In  aider  that  their  names  may 
notbe  certified  loi  those  services.  The  second-grade  ezamlnaUon  Is  given  for  the  posi- 
tlons  of  clerk  and  carrier  in  the  Post  Office  Service,  and  seldom  tor  any  other  positions. 

2S.  A  request  for  a  chaise  in  the  designation  of  the  services  in  which  employment 
is  or  is  not  desired  must  be  made  in  writing,  otherwise  no  change  wiU  bo  made. 

29.  A  pereon  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
date  or  during  the  same  series  of  examinations.  A  request  for  a  change  in  the  grade 
of  examination  desired  by  an  applicant  must  be  made  in  writing  and  be  received 
by  the  district  secretary  on  or  before  the  date  set  for  the  cloac  of  the  receipt  of  appli- 
cations; otherwise  no  change  will  be  made. 

THE  PIBST-ORADEi,  OR  CliERICAL,  KXiAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  page  25.) 

30.  The  minimum  ^o  limit  for  this  examination  is  18  years;  there  is  no  maximum 
age  limit. 

31.  Application  form  1371  is  required. 

32.  This  examination  is  given  for  the  positions  of  ganger,  day  inspector,  and  assistant 
weigher  (except  at  the  port  of  New  York),  clerk,  inspectress,  storekeeper  {classed  as 
clerk),  deputy  officer,  and  sampler  (general  merchandise)  in  the  Customs  Service; 
clerk,  office  deputy  collector,  division  deputy  collector,  gauger,  storekeeper,  and 
Btorekeeper-gauger,  in  the  Internal  Kevenue  Service;  the  position  of  office  deputy 
United  States  marshal,  and  all  clerical  positions  requiring  similar  qualifications  in 
the  services  named  and  other  field  branches.  PeiBons  desiring  exanunation  for  any 
of  these  positions  should  apply  for  the  "first-grade,  or  clerical,"  examination. 

33.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February,  at 
the  following-named  places,  except  where  the  number  of  eligibles  on  the  register  in 
any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  for  that  place 
will  be  postponed  until  the  next  succeeding  year: 

Albany,  N.  Y.  Ithaca,  N.  Y.  OgdensburB,  N.  Y. 

Auburn,  N,  Y,  Jamestown,  N.  Y.  Plattabu^,  N.  Y. 

Binghamton,  N.  Y.  Newark,  N.  J.  Rocheater,  N.  Y. 

Brooklyn,  N.  Y.  Newburgh,  N.  Y.  Syracuse,  N.  Y. 

Buffalo,  N.  Y.  New  York,  N.  Y.  Troy,  N.  Y. 

Cape  Vincent,  N.Y.       ,        Niagara  Falls,  N.  Y.  Utica,  N.  Y. 

Elmira,  N.  Y.  Oswego,  N.  Y. 

34.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of  Jan- 
uary,  either  from  the  local  secretaries  at  the  post  oftices  or  customhouses  in  the  cities 
named,  or  from  the  secretary  of  the  Second  United  States  Civil-Service  District, 
Custom-House,  New  York,  N.  Y.  To  receive  consideration  for  the  February  exami- 
nation applications  must  be  filed  with  the  district  secretary  at  New  York  not  later 
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than  the  hour  of  cloeing  businesa  on  January  2.     Applications  received  after  the  time 
specified  will  not  be  accepted. 

36.  Should  it  become  neceesaiy,  U>  meet  the  needs  of  the  Bervice,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  ptacea  on  dates  other  than  that  of  the  annual 
examination  in  February,  due  announcement  of  euch  extra  examinations  will  be  made 
in  the  public  pieee. 

36.  A  person  who  has  passed  the  fiist-grade  examination  for  field  servicee  can  not  take 
the  same  examination  within  approximately  one  year  of  the  date  of  the  examination 
he  has  passed,  even  though  be  desires  to  enter  the  examination  in  another  city.  (See 
sec.  S/)  A  person  who  fails  in  the  examination  may  take  the  next  examination 
regardless  of  the  time  intervening. 

THE   SECOND-ORADE,    OR  MINOR- CLERIC  AX,   EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  pages  25  and  27.) 

37.  Thb  examination  is  given  for  the  positions  of  clerk  and  carrier  for  city  delivery 
in  the  Post-Offlce  Service,  and,  infrequently,  for  minor-clerical  poeitions  in  other 
services.  Full  information  concemit^  the  Fosl-Officc  Service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  10  to  14,  inclusive. 

38.  Should  vacancies  occur  in  minor-clerical  positions  in  field  branches  of  services 
other  than  the  Poet  Office,  they  will  be  filled  by  examination  consisting  of  the  second- 
giado  subjects  as  shown  on  page  25,  omitting  the  test  in  reading  addresses,  and  with. 
the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such  examinations 
will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced  in  the  public 

THE  THIRD-ORADX:,  OR  SUB  CLERIC  AL,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc,,  see  pages  25  and  29.) 

39.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 
age  limit. 

40.  Application  and  examination  form  1800  is  required. 

41.  This  examination  is  given  for  the  poeitions  of  attendant,  foreman,  stamper,  and 
night  inspector  in  the  Customs  Service,  and  for  messenger,  watchman,  classified 
laborer,  skilled  laborer,  and  all  positions  requiring  similar  qualifications,  in  the  service 
named  and  other  field  branches.  (Specific  information  concerning  examinations  for 
the  poeitions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pt^es  20 
and  21.)  Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  poei- 
tions, except  elevator  conductor  and  messenger  boy,  should  apply  for  the  "  third- 
grade,  or  Bubclerical,"  examination.  The  term  "skilled  laborer,"  or  "classified 
laborer,"  as  here  used,  is  not  intended  to  embrace  the  mechanical  trades,  which 
are  commonly  referred  1o  as  being  skilled  labor.  In  the  sense  in  which  it  is  used  in 
this  pamphlet  it  means  a  person  wlio^e  4uties  are  general  and  miscellaneous,  below 
those  of  the  clerical  grade,  usually  below  those  of  the  minor-clerical  grade,  and 
above  the  grade  of  mere  manual  labor.  In  establishments  of  the  Ordnance  Depart- 
ment at  Large  many  minor-clerical  positions  are  designated  as  "skilled  offi.ce 
laborer,"  which  positions  are  filled  by  second-grade  examination. 

42.  The  third-grade  examination  wilt  be  held  annually  on  the  first  Saturday  in 
February  at  places  at  which  the  first-grade  examination  will  be  held  as  indical^  in 
section  33,  except  where  tlie  number  of  eligibles  on  the  register  in  any  case  is  suffi- 
cient to  meet  the  needs  of  the  service  the  examination  for  that  place  will  be  post- 
poned until  the  next  succeeding  year. 

43.  Application  blanks  may  be  secured  between  the  Ist  of  October  and  the  2d  ol 
January,  either  from  the  local  secretaries  in  the  cities  named,  or  from  the  secretary 
of  the  Second  United  Stales  Civil-Service  District,  New  York,  N.  Y.  To  receive 
consideration  for  the  February  examination  applications  must  be  filed  with  the  dis- 
trict secretary  at  New  York  City  not  later  than  the  hour  of  closing  business  on  January 
2.    Applications  received  after  the  time  specified  will  not  be  accepted. 
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44.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
TEicancieB  occur  in  third^ntde  poaitions  for  which  female  eligibles  are  deaiied,  ezam- 
inationB  will  be  dulj  announced  in  the  public  preas. 

46.  Should  it  become  necesaary,  to  meet  the  needs  of  the  service,  h>  hold  examina- 
tions at  any  of  the  places  named  in  aection  33  or  other  places  on  dates  other  than  that  of 
the  annual  examination,  due  announcement  of  such  extra  examinatjons  will  be  mide 
in  the  public  press. 

46.  A  peiBOD  who  has  passed  the  third-grade  examination  for  field  services  can  not 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the  examina- 
tion he  has  passed,  even  thoi^h  he  desires  to  enter  the  examination  in  another  city. 
(See  sec.  8/,)  A  person  who  fails  in  the  examination  may  take  the  next  examina- 
tion regardless  of  the  time  intervening. 

47.  Applicants  for  the  third-grade,  or  subclerical,  examination  must  be  able-bodied 
and  physically  capable  of  performing  manual  labor. 

48.  Male  applicants  for  the  third-grade,  or  subclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  mental  examination,  may  lake  the  strength  test 
which  is  given  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consistfi 
of  lifting  and  shouldering  125  pounds  weight.  If  they  pass  the  strength  test  in 
addition  to  the  subclerical  examination,  it  will  be  noted  on  the  register  as  in  the 
nature  of  a  qualification.  If  an  appointing  officer  requests  certification  from  the 
third^T^e  t^iater  of  those  persons  capable  of  performing  heavy  manual  labor  con- 
nected with  a  subclerical  poeition,  certification  will  be  made  from  those  standing 
higheet  in  the  educational  examination  who  have  also  passed  the  strength  test. 

INTEBNAL-HEVENUE  SERVICE. 

48.  The  fiist^grode,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  Clerk,  office  deputy  collector,  division  deputy  collector,  gauger,  storekeeper, 
and  storekeeper-ganger.  ApplicanU  should  nal  apply  for  gpecifie  pontiom.  See  tee- 
tiong  le,  SI,  and  St. 

50.  Persons  who  pass  the  examination  held  at  the  following-named  places  will 
be  eligible  for  appointment  in  the  Internal- Revenue  Service  in  the  internal-revenue 
district  in  which  such  places  are  located,  as  indicated  below: 


The  Fifth  Internal -Revenue  District  of 
New  Jersey: ' 

Newark,  N.J.  (headquarters.) 
The  First   Internal -Re  venue  District  of 
New  York: 
Brooklyn,  N.  Y.  (headquarters.) 
The  Second  and  Third  Internal -Revenue 
Districta  of  New  York: 
New  York,  N.  Y.  (headquarters.) 
The  Fourteenth   Internal -Re  venue  Dis- 
trict of  New  York: 

Albany,  N.  Y.  (headquarters.) 
Newburgh,  N.  Y. 
Plattsbuig,  N.  Y. 
Troy,  N.  Y. 


(For  description  of  examination,  see  page 


The  Twenty-first  Internal -Revenue  Dis- 
trict of  New  York: 
Auburn,  N.  Y. 
Binghamton,  N.  Y. 
Cape  Vincent,  N.  Y. 
Ithaca,  N.  Y. 
Ogdensbuig,  N.  Y. 
Oswego,  N.  Y. 
'     Syracuse,  N.  Y.  (headquarters.) 
Utica,  N.  Y. 
The    Twenty-eighth    Internal-Revenue 
District  of  New  York: 
Buffalo,  N.  Y. 
Elmira,  N.  Y. 
Jamestown,  N.  Y. 
NiagaraFalls,  N.  Y. 
Rochester,  N.  Y.  (headquarters.) 
;  for  date  of  examination,  see  sec.  33.) 


'  The  FlKb  Intf  mal-Reveaue  District  at  New  Jersey  Includes  the  coimtlea  of  Berjren,  Essex,  EudiOD, 
Bunlecdoa,  Ulddlesex,  UottIs,  Fanalc,  Sameraet,  Suesex,  CoioD,  and  Warren.  The  counties  at  Huo- 
teidoD,  Middlesei,  Bomerset,  and  Waireo  are  la  tbe  Third  Civil-Service  DIatrlcl,  the  other  counties  named 
behig  la  the  BecoDd  CivU-Serrice  Dlitrlct.  Peraons  puaing  the  eiamhiatlon  at  Newark  will  be  eligible 
ti>r  appointment  to  posltioas  In  the  Intanal-ReFeDae  Servloe  anywhere  In  the  Filth  li         '  ~ 
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51.  Storekeepers  and  gsugers  whoee  compenBatioa  does  not  exceed  $3  per  diem 
when  actually  employed  and  whoee  abrogate  compensation  does  not  exceed  {500 
per  annum  are  not  subject  to  competitive  exajnination. 

52.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualiflcations  are  filled  from  registers  established  as  a  result  of  the  third-grade,  or 
fiubclerical,  examination.  (For  description  of  examination,  see  pp.  25  and  29;  for 
date  of  examination,  see  sec.  42.) 

CUSTOMS    SERVICE. 

53.  The  firstgrade,  or  clerical,  examination  is  given  tor  poeitions  in  this  service  as 
follows:  Ganger,  day  inspector,  and  assistant  weigher  (except  at  the  port  of  New 
York),  clerk,  inspectress,  storekeeper  {classed  as  clerk),  deputy  officer,  and  sampler 
(general  merchandise). 

54.  The  third^rade,  or  subclerical,  examination  is  given  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  messenger,  watchman,  stamper,  and  classified  laborer. 
Applicants /or  fi'U  or  thwdffrade  ezaminaliona  should  not  apply  for  specific  positions. 
(Seesecg.S6,e7,SS,and41.) 

55.  There  are  no  positions  in  the  Cusloms  Service  in  the  Second  Civil-Service  Dis- 
trict which  are  filled  from  the  second-grade,  or  minor-clerical,  register. 

56.  Examinations  will  bo  held  annuallv  for  customhouses  at  the  following-named 
places: 

Albany,  N.  Y.  New  York,  N.  Y.  Rocheslcr,  N.  Y. 

Buffalo,  N.  Y.  Nis^ara  Falls,  N.  Y.  Syracuse,  N.  Y. 

Cape  Vincent,  N.  Y.  Ogdensburg,  N.  Y.  Utica  N.  Y.' 

Newark,  N.  J.  Oswego,  N.  Y. 

Newburgh,  N,  Y,'  Plattoburg,  N.  Y. 

(For  description  of  examinations  see  pp.  25  and  29;  for  date  of  examinations  see 
sees.  33  and  42.) 

57.  The  positions  of  gauger,  inspector,  assistant  weigher,  and  assistant  ganger  at 
the  port  of  New  York  are  filled  by  promotion  or  transfer. 

58.  Inspectors  at  the  port  of  New  York  are  required  to  be  not  leas  than  5  feet  6  inches 
in  height  without  shoes  iLnd  not  less  than  25  nor  more  than  40  years  of  age  at  the 
time  of  promotion. 

59.  Examinations  for  the  positions  of  assayer,  cashier,  chief  or  special  deputy  col- 
lector, deputy  naval  officer,  deputy  surveyor,  examiner  and  weigher,  are  held  only 
when  eligibles  are  needed,  and  will  be  duly  announced  in  the  public  press. 

60.  The  examination  for  opener  and  packer  will  consist  of  the  third^rade,  or 
subclerical,  subjects,  with  a  weight  of  10  per  cent;  training,  experience,  and  fitness, 
60  per  cent;  and  physical  ability,  30  per  cent.  Special  credit  will  be  given  forexpe- 
rience  in  opening  and  packing  general  merchandise.  Application  and  examination 
form  ISOO  is  required.  This  examination  will  be  held  only  when  eligibles  are  needed 
and  due  announcement  of  examinations  will  be  made  in  llie  public  press.  Appointees 
to  the  position  of  opener  and  packer  must  measure  not  less  than  5  feet  6  inches  in 
he^htin  bare  feet  and  weigh  not  less  than  150  pounds. 

61.  Examination  for  the  position  of  sugar  sampler  is  held  only  when  eligibles  are 
needed.  Si^ar  sampleis  must  be  not  less  than  5  feot  6  inches  in  height  in  bare  feet 
and  weigh  not  less  than  150  pounds.  Applications  for  this  examination  are  not 
received  until  it  is  announced. 

62.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  positions  require  also  a  mental  test,  and  in  such  cases  the  examination  will 

'  Bubporl  oi  New  York.  *  Subpart  of  Oawcgo. 
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coneiatof  the  educational  subjectsof  the  third -grade,  orBubclerical,  examination,  with 
a  weight  of  20  per  cent;  training,  experience,  and  fitness,  50  per  cent;  and  physical 
ability,  30  per  cent.  When  no  mental  tcet  is  required,  the  examination  will  consiHt 
«f  the  eubjecta  of  training,  experience,  fitness,  and  physical  ability.  When  a  non- 
educational  examination  ia  given,  appUcanls  are  not  required  to  appear  at  any  place 
for  examination.  Application  and  examination  form  ISOO  is  requb«d.  This  exami- 
nation will  he  held  only  when  eligihlee  are  needed  and  due  announcement  of  exami- 
nationB  will  be  made  in  the  public  prees. 

63.  In  filling  vacancies  in  the  Cuatuma  Service  certification  will  be  made  of  the 
names  of  eligiblee  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
examinationB  are  held  also  at  aubports  for  the  convenience  of  applicants  the  h^heet 
eligiblee  will  be  certified  of  thoee  examined  at  the  port  and  at  aubports.  Vacancies 
occurring  in  cuatomhousea  at  subporta  at  which  esaminatdons  are  not  held  will  be 
filled  by  certification  of  the  highest  el^blee  examined  at  the  port  and  at  ollter  euh- 
ports  in  the  same  customs  diatrict. 

64.  In  the  Customs  Service  women  are,  unless  otherwise  specified,  eligible  for 
appointment  to  the  following-named  poeitione  only:  Deputy  collector,  deputy  sui- 
veyor,  clerk,  st«nographer  and  typewriter,  inspectreas,  and  cashier. 

65.  At  the  port  of  New  York  the  entiance  salary  for  clerks  is  |S40  per  annum,  with  a 
provision  for  promotbn  to  (1,000  per  «nniim  at  the  end  of  one  year's  satisfactory 
service. 

66.  The  minimum  age  limit  for  all  open  competitive  examinations  for  the  Customs 
Service  which  include  mental  tests  ia  18  years  on  the  date  of  the  eiamination.  For 
examinationa  which  do  not  include  mental  tests  the  minimum  limit  is  20  years. 
There  ia  no  maximum  age  limit  for  either  claaa  of  examinationa. 

POST-OFFICE   SERVICE. 

67.  For  thepoeitionaofclerk,  and  carrier  for  city  delivery,  the  second-grade,  orminor- 
clerical,  examination  is  given.  (For  description  of  this  examination  aee  pages  35  and  27.) 

68.  Applicants  for  examination  for  appointment  to  the  Poet-Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon  the 
position  or  positions  desired.  (See  sec.  80.)  Application  should  not  be  made  for 
the  "second^rade "  or  "minor-clerical"  examination. 

69.  Application  form  1371  is  required. 

70.  The  minimum  and  maximum  age  limits  for  the  Poat^Office  Service  are  18  and 
45  years,  respectively.  (See  sees.  8  band  19.)  The  age  limits  are  waived,  however, 
in  the  cases  of  persons  honorably  discharged  from  the  military  or  naval  service  by 
reiuonq/'tfuabili^  resulting  from  wounds  or  sickness  incurred  in  the  line  of  duty,  but 
such  jtersons  must  meet  the  physical  requirements  prescribed. 

71.  Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

72.  Applicants  for  the  Post-Offlce  Service  aje  required  to  be  physically  eoimd  and 
in  good  health.  The  Post^Office  Department  has  advised  the  Commission  that  no 
person  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
to  the  position  of  carrier  in  the  Post-Office  Service:  Hunchbacks;  persons  having 
defective  hearing,  sight,  orspeech;  persons  blind  in  one  eye;  one-armed,  one-handed, 
or  one-legged  persons,  or  thoee  having  crippled  arms  or  legs,  or  Qiose  suffering  from 
asthma  or  hernia.  These  defects  will  also  debar  a  person  from  appointment  to  the 
position  of  clerk  in  the  PostrOffice  Service,  except  that  deaf-mutes  and  persons  with 
defective  speech  or  hearing  may  be  appointed  to  the  positions  of  mail  clerk,  distributer, 

[2d  Dlat] 


icvGooi^Ic 


11 

and  directory  ana  fcH-wardii^  clerk.    Applications  from  persona  who  are  not  entitled 

toexaminationon  account  of  physical  defects  will  becaoceled.     (Seesec.  8c  for  physi- 
cal defects  which  will  debar  persona  from  any  examination.) 

73.  Married  women  will  not  bo  examined  for  the  Post-Office  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  separated 
from  their  husbands  and  support  themselves. 

74.  Unless  otherwise  specified,  applicants  for  positions  in  the  Post^Office  Service 
must  appear  for  examination  in  the  city  where  employment  ia  desired,  and  no  appli- 
cant will  he  eligible  for  appointment  except  in  the  office  for  which  examined. 

7&.  Examinations  for  the  following-named  first-class  offices  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  if  the  needs  of  the  service  so 
require.  City  delivery  service  has  been  established  at  these  offices,  and  their  force 
includea  both  clerka  and  city  carriers: 


Albany,  N.Y.» 

Amsterdam,  N.  Y. 
Aubiini,  N.  Y. 
Bayonnc,  N.  J. 
Binghamton,  N,  Y.' 
Bloomfield,  N.  J. 
Brooklyn,  N.  Y. 
Buffalo,  N.  Y.« 
Cortland,  N.  Y. 
EastOrange,N.  J. 
Elizabeth,  N.  J. 
Elmira,  N.  Y.' 
Far  Rockaway,  N.  Y. ' 
Flushing,  N.  Y.  1 
Geneva,  N.  Y. 
Glens  Falls,  N.Y. 
Gloversville,  N.  Y.' 
Hackensack,  N.  J.' 
Hoboken,  N.  J. '  = 


Passaic,  N.  J.' 
Paterson,  N.  J.^ 
Plainfield,  N.J. 
PortCheater,  N.  Y. 
Poughkeepsie,  N.  Y. 
Rochester,  N.  Y.' 
Rome,  N.  Y, 
Saratj^  Sprites,  N.  Y. 
Schenectady,  N.  Y. 
Stapleton,  N.  Y, ' 
Syracuae,  N,  Y.' 
Tarrytown,  N.  Y. 
Troy,  N.  Y.» 
Utica,  N.  Y. 
Watertown,  N.  Y. 
Weehawken,  N.  J. ' 
White  Plains,  N.  Y. 
Yonkers,  N.  Y.' 


Ithaca,  N.  Y. 
Jamaica,  N.  Y. '  ' 
Jamestown,  N,  Y.' 
Jersey  City,  N.  J.  " 
Kingston,  N.  Y.= 
Lockport,  N.  Y. 
LonglslandCity.  N.Y.I 
Middlelown,  N,  Y. 
Montclair,  N.  J. ' 
Morristown,  N.  J. 
Mount  Vernon,  N.  Y. 
Newark,  N.  J.' 
Newark,  N.  Y. 
Newbu^h,  N.  Y. 
New  Rochelle,  N.  Y. 
New  York,  N.  Y. 
NiagaraFalls,  N.  Y. 
Orange,  N.  J. ' 
Oawego,  N.  Y. 

76.  Blank  forma  of  application  for  the  November  examinations  may  be  obtained 
from  the  local  secretary  at  the  office  where  employment  ia  desired,  or  from  the  "Secre- 
tary, Second  Civil-Service  District,  Cuetomhouae,  New  York  City,"  between  July  1 
and  October  1.  Applications  must  be  properly  executed  and  filed  with  the  district 
secretary  at  New  York  City  between  July  1  and  the  cloae  of  buaineaa  on  October  1. 

Applications  tor  the  November  examinations  presented  at  other  Umea  will  not  be 
accepted. 

77.  Whenever  extra  examinations  may  become  neceaeary,  lo  meet  the  needs  of  the 
service,  due  announcement  will  be  made  of  the  datea  and  places  of  such  examinations, 
and  also  of  the  time  allowed  for  the  filii^  of  applications. 

78.  A  person  can  not  at  the  same  time  be  an  applicant  fur  or  eligible  from  examina- 
tion for  more  than  one  firet-claaa  post  office.  This  restriction  will  not  apply,  how- 
ever, when  an  examination  ia  held  for  any  of  these  offices  on  a  date  other  than  that 
of  the  regular  annual  examination  in  November.  Such  extra  examinationa  will  be 
held  only  when  eligihles  are  needed,  and  will  be  duly  announced. 

79.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post  office  within  approximately  one  year  of  the  date  of  the  examination  he  has  passed. 
(See  section  8/,)  Apersonwhofails  in  an  examination  may  take  the  next  examination 
regardleas  of  the  time  intervening. 

1  ExamlnationB  luuatly  held  at  New  Cuslomliouse,  New  York  City. 
■  Examloutloiu  uauBlly  held  Bt  Newuk,  N.  1.,  poat  office, 
•  Eiaminatlona  will  not  be  held  In  Noveniber,  IHIl. 
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80.  For  the  following-n&med  offices  the  names  of  male  eligibles  will  be  entered  on 
only  one  rtgister— namely,  the  "clerk"  or  the  "carrier"  r^ieter — and  male  appli- 
cants for  these  offices  mutt  intHcaU  in  their  applioatiom  whether  they  deeire  the  poeition 
of  "clerk"  or  of  "carrier:" 


Albany,  N.  Y. 
Auburn,  N.  Y. 
Binghamton,  N.  Y. 
Brooklyn,  N.  Y. 
Buffalo,  N.  Y. 
East  Orange,  N.J. 
Elizabeth,  N.  J. 
Elmira,  N.  Y. 


Passaic,  N.  J. 
Faterson,  N.  J. 

Rochester,  N.  Y. 
Schenectady,  N.  1 
Syracuse,  N.  Y. 
Troy,  N.  Y. 
Utica,  N.  Y. 
Yonkere,  N.  Y. 


Flushing,  N.  Y. 

Hoboken,  N.J. 

Jamaica,  N,  Y. 

Jereey  City,  N.  J. 

Long  Island  City,  N.  Y. 

Newark,  N.  J. 

New  York,  N.  Y. 

Orange,  N.  J. 

SI.  A  request  for  a  change  in  the  designation  of  the  poeition  desired  by  an  applicant 
must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

82.  The  name  of  each  male  eligible  tor  any  post  office  in  which  both  clerks  and 
city  carriers  are  employed  not  mentioned  in  sectioh  80,  will  be  entered  on  both  the 
male  clerk  and  carrier  registersand  will  becertified  (considered)  in  its  order  for  vacan- 
cies occurring  in  the  poeition  of  either  male  clerk  or  carried  without  regard  to  any  chtnce 
of  position  expressed  by  the  eligible  in  bis  application.  The  poetroaster  is  required  to 
make  selection  for  the  first  vacancy  from  not  more  than  thehighest  three  names  on  the 
register,  and  for  the  second  vacancy  he  shall  make  selection  from  not  more  than 
the  hi^est  three  remaining  which  have  not  been  within  his  reach  for  three  separate 
vacancies.  The  third  and  any  additional  vacancies  shall  be  filled  in  like  manner. 
An  eligible  who  has  been  within  reach  for  three  separate  vacancies  in  either  position 
in  his  turn  may  be  subsequently  selected  for  that  poeition,  subject  to  the  approval  of 
the  Comroission,  from  the  certificate  on  which  his  name  last  appeared,  if  the  condition 
of  the  register  has  not  so  changed  as  to  place  him  in  other  respects  beyond  reach  of 
certification.  The  name  of  a  male  eligible  must  have  been  within  reach  for  three 
separate  vacancies  in  a  poeition  before  his  name  may  be  passed  over  iu  makin); 
selection  for  appointment  to  that  position.  Nonselection  from  one  raster  or  de- 
clination of  appointment  when  selected  will  not  affect  the  eligible's  standing  on  the 
other  register.  Appointment  from  either  register  will  remove  the  eligible's  name 
from  both  renters. 

83.  In  the  Post  Office  Service  appointments  are  usually  made  to  the  position  of  sub- 
stitute clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  I'acancies  occurring  in  regular  positions. 

84.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
clerks  and  carriers  of  the  first  grade. 

85.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Such  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours  daily, 
and  may  serve  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and  carriers 
of  the  first  grade. 

86.  Clerks  in  offices  of  the*first  and  second  classes  and  carriers  in  the  city  delivery 
service  are  divided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
salary  |800;  third  grade,  salary  |900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
11,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be  pro- 
moted successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
will  be  promoted  successively  to  the  fourth  grade. 

87.  Alt  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  Uie 
quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.    No 
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promotion  will  be  made  except  upon  evidence  aatieCactory  to  tbe  Post-Office  Deport- 
ment of  the  efficiency  and  faithfulneas  ot  the  employee  during  the  preceding  year. 
When  a  clerk  or  canier  faHa  of  promotion  because  of  unaatiifactory  service,  he  may 
be  promoted  at  the  b^inning  of  the  second  quart«r  thereafter,  or  of  any  subecquent 
quarter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  camerB  of  the  highest  grade  a,re  eligible  for  promotion  to  the 
higher  positions  in  their  respective  offices. 

88.  Any  male  clerk  in  an  office  in  which  both  clerks  and  city  carriers  are  employed 
is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible  for  transfer 
to  the  service  of  a  clerk. 

89.  Examinationsforthefollowing-namedsecond-clasBofficeswill  beheld  only  when 
eligibles  are  needed  (due  announcement  of  which  will  be  made),  and  application 
blanks  will  not  be  given  out  until  the  examinations  are  announced.  City  delivery 
aervice  has  been  established  at  these  offices,  and  their  force  includes  bothclerksand 
city  carriers: 

Haverstraw,  N.  Y. 
Hempstead,  N.  Y. 
Herkimer,  N.  Y. 
Hooeick  Falls,  N.  Y, 
Homell,  N.  Y. 
Hudson,  N.  Y. 
Hudson  Falls,  N.  Y. 
Ilion,  N.  Y. 
Irvington,  N.  Y. 
Johnstown,  N.  Y. 
Le  Roy,  N.  Y. 
Lestershire,  N.  Y. 
Liberty,  N.  Y. 
Little  Falls,  N.  Y. 
Lowville,  N.  Y. 
Lyons,  N.  Y. 
Madison,  N.  J. 
Malone,  N.  Y. 
Mamaroneck,  N.  Y. 
Mechanicsville,  N.  Y. 
Medina,  N.  Y. 
New  Brighton,  N.  Y.^ 
Newton,  N.  J. 
Northport,  N.  Y. 
North  Tonawanda,  N.  Y. 
Norwich,  N.  Y. 
Nyack,  N.  Y. 
Ogdeneburg,  N.  Y. 
Clean,  N.  Y. 
Oneida,  N.  Y. 
Oneonta,  N.  Y. 
Ossining,  N.  Y. 


Albion,  N.  Y. 
Arlington,  N.  J. 
Baldwinsville,  N.  Y. 
Ballston  Spa,  N.  Y. 
Batavia,  N.  Y. 
Bath,  N.  Y. 
Boonton,  N.  J. 
Bzwkport,  N.  Y. 
Canajoharie,  N.  Y. 
Canandaigua,  N.  Y. 
Canaetota,  N.  Y. 
Canton,  N,  Y. 
Carthage,  N.  Y. 
Catskill,  N.  Y. 
Cohoee,  N.  Y. 
Cooperstown,  N,  Y. 
Coming,  N.  Y. 
Cranford,  H.  J.' 
Dansville,  N.  Y. 
Deposit,  N.  Y. 
Dover,  N.  I. 
Dunkirk,  N.  Y. 

it  Aurora,  N.  Y. 
Ellenville,  N.  Y. 
-£ngleaH»drW:'J. 
Fishkill   on   the   Hudson, 

N.  Y. 
Fort  Plains,  N.  Y. 
Fredonia,  N.  Y. 
Freeport,  N.  Y. 
Fulton,  N.  Y. 
Gouvemeur,  N.  Y. 


Owego,  N.  Y. 
Palmyra,  N.  Y. 
I^tchogue,  N.  Y. 
Peekskill,  N.  Y. 
Penn  Yan,  N.  Y. 
Plattsburg,  N.  Y. 
Port  Jervis,  N.  Y. 
Port  Richmond,  N.  Y.' 
Potsdam,  N.  Y. 
Rahway,  N.  J. 
Rensselaer,  N.  Y. 
Ridgewood,  N.  J. 
Rockville  Cent«r,  N.  Y, 
Roeebank,  N.  Y.' 
Rutherford,  N.  J. 
Salamanca,  N.  Y. 
Saranac  Lake,  N.  Y. 
Saugerties,  N.  Y. 
Seneca  Falls,  N.  Y.  ' 
South  Orange,  N.  J. 
Summit,  N.  J. 
Tompkinsville,  N.  Y.' 
Tonawanda,  N.  Y. 
Walton,  N.  Y. 
Watervliet,  N.  Y. 
Watkins,  N.  Y. 
Waverly,  N.  Y. 
WellBville,  N.  Y. 
Westfleld,  N.  J. 
Westfleld,  N.  Y. 
WestHoboken,  N.  J." 
Weet  New  Brighton,  N.  Y.' 
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00.  At  the  following-named  offices  city  delivery  Horvii«  has  not  been  establiBhed, 
and  their  force  includes  clerks,  but  not  cily  tamers.  Examinations  for  these  offices 
will  be  held  only  when  elijnblea  are  needed  and  will  be  duly  announced,  and  appli- 
cation blanks  will  not  be  distributed  until  such  announcement  is  made: 


Adams,  N.  Y. 
Alexandria  Bay,  N.  Y. 
Amityviile,  N.  Y. 
Babylon,  N.  Y. 
Bainbridge,  N.  Y. 
Bay  Shore,  N.  Y. 
Boonville,  N.  Y. 
Bronxville,  N.  Y, 
Cambridge,  N.  Y. 
Camden,  N.  Y, 
Cazenovio,  N.  Y. 
Chatham,  N.  Y. 
Cbantauqua,  N.  Y. 
Ciaj  ton,  N.  Y. 
Cliiton  Springs,  N.  Y. 
Clyde,  N.  Y. 
Cobleskili,  N.  Y. 
Cuba,  N.  Y. 
Delhi,  N.  Y. 
Dobbs  Ferry,  N.  Y. 
East  Hampton,  N.  Y. 
Endicott,  N.  Y. 
Floral  Park,  N.  Y. 
Geneseo,  N.  Y. 


Glen  Cove,  N.  Y. 
Goshen,  N.  Y. 
Gowanda,  N.  Y. 
Granville,  N.  Y. 
Greenport,  N.  Y. 
Greenwich,  N.  Y. 
Hamilton,  N.  Y. 
Hammond  sport,  N.  Y, 
Harrison,  N.  Y. 
Hastings     upon     Hiids 

N.  Y. 
Homer,  N.  Y. 
Huntington,  N.  Y. 
Lancaster,  N.  Y. 
Larchmont,  N.  Y. 
Massena,  N.  Y. 
Matteawan,  N.  Y. 
Mineola,  N.  Y. 
Monticello,  N.  Y. 
Morristown,  N.  Y. 
Mount  Kisco,  N.  Y. 
New  dorp,  N.  Y. 
North  Cohocton,  N.  Y. 
Orangeburg,  N.Y. 

91.  It  ia  the  policy  of  the  Post  Office  Departmei 
the  position  of  assistant  postmaster  in  first  and  second  ch 
motion  or  transfer  of  competent  persona  already  employed  in  the  service. 

CLERICAL,  MINOR- CLERICAL,  AND  SUBCLERICAL  POSI- 
TIONS IN  OTHER  FIELD  SERVICES. 

92.  Clerical,  minor-clerical,  and  subclericat  positions  ia  field  branches  of  the  Sub- 
treasury,  the  Mint  and  Assity,  the  Custodian,  the  Immigration,  the  Steamboat- 
Inspection,  the  Lighthouse,  and  the  Marine- Hospital  Services;  in  pension  agencies 
and  the  navy  yard;  in  Bureau  of  Animal  Industry,  Weather  Bureau,  Ei^neer 
Department  at  Lai^,  Ordnance  Department  at  liarge,  and  Quartermaster's  Depart- 
ment at  Lai^  esiablishmenls,  and  other  field  branches,  are  filled  by  certification 
from  appropriate  registers  established  from  examinations  for  these  grades  as  described 

,o48,  inclusive. 


PRELIMINARY  REQUIItEMRNTS,   SUBTREASTJRY  SERTICE. 

93.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service,  applicants  must  show  in  their  applications  tliat  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  poeitions  in 
subtreasuries. 

94.  R%id  tealfl  of  character  and  integrity  will  be  applied  to  all  applicanta  tor  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  tests  may  become 
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Oyster  Bay,  N.  Y. 
Perry,  N.  Y. 
Port  Washington,  N.  Y. 
Richfield  Springs,  N.  Y. 
Riverhead,  N.  Y. 
Rose  Hill,  N.  Y. 
Eye,  N.  Y. 
Sng  Harbor,  N.  Y. 
St.  Johnsville,  N.  Y. 
Sidney,  N.  Y. 
Silver  Creek,  N.  Y. 
Southhampton,  N.  Y. 
Springville,  N.  Y. 
Sutfem,  N.  Y. 
Ticonderoga,  N.  Y. 
Tuxedo  Park,  N.  Y. 
Walden,  N.  Y. 
Wappingera  Fal's,  N.  Y. 
Warsaw,  N.  Y. 
Warwick,  N.  Y. 
Waterford,  N.  Y. 
Waterloo,  N.  Y. 
Weedsport,  N.  Y. 
Whitehall,  N.  Y. 
fill 
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eligible  ioi  appointment  to  that  service.    These  tests  shall  be  such  as  may  be  found 
practicable  and  satiefactoty  to  the  Civil  Service  Commission  and  the  asaistant  treas- 

95.  Whenever  the  department  so  desires,  separato  but  not  different  eiaminations 
will  be  held  and  separate  registers  of  eligibles  mamtained  foranysubtreasury;  other- 
wise certification  to  poeitions  in  the  Subtreasury  Service  will  be  made  from  the  gen- 
eral T«^ters  established  by  the  examination  described  in  sections  30  to  36,  inclusive. 

ENGINEER  DEPARTMENT  AT  LABOE. 

96.  The  headquarters  of  the  United  Stat«s  engineer  districts  in  the  Second  Civil- 
Service  District  are  located  at  Buffalo,  N.  Y.,  New  York,  N.  Y.,  and  Oswego,  N.  Y. 

EDUCATION' All  EXAMINATIONS. 

97.  The  positions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  stenog- 
rapher, typewriter,  copyist  draftsman  and  mechanical  apprentice  draftsman,  and 
subclerical  poeitions,  including  elevator  conductor,  messenger,  messenger  boy,  skilled 
laborer  and  watchman,  are  filled  by  certification  of  eligibles  by  the  secretary  of  the 
Second  Civil-Service  District,  at  New  York  City.  Of  these  positions,  those  of  the 
clerical  and  subclerical  grades,  except  elevator  conductor  and  messenger  boy,  are 
filled  from  registers  resnlting  from  the  first  and  third-grade  e^tamiuatioiis  described 
on  p^es  6  and  7,ot  this  publication.  Information  concerning  the  stent^fapher  and 
typewriter,  elevator  conductor,  and  messenger  boy  examinations  will  be  found  on 
pages  19,  20,  and  21.  Examinations  for  copyist  draftsman  and  mechanical  appren- 
tice draftsman  will  be  held  only  when  eligiblee  are  needed,  due  announcement 
of  which  will  be  made.  The  district  secretary  will  furnish  information  concerning 
the  bookkeeper  examination. 

98.  Examinatione  for  other  positions  which  require  mental  testa  are  announced  by 
the  Civil  Service  Commission  at  Washington  as  the  needs  of  the  service  demand. 
Due  notice  of  euch  examinations  is  given  in  the  public  press. 

NONEDCCATIONAIi  EXAMINATIONS. 

99.  This  class  includes  mechanical  trades  and  similar  poeitions.  Vacancies  in  such 
positions  are  filled  from  registers  established  by  the  local  boards  of  examiners  for  the 
Engineer  Department  at  Large,  under  the  supervision  of  the  district  secretary. 

100.  Separate  local  roisters  are  maintained  for  the  headquarters  of  each  engineer 
district.  Where  employees  are  needed  in  connection  with  ei^ineering  work  at  points 
outside  the  immediate  vicinity  of  the  headquarters  of  the  district,  separate  registers 
are  maintained  for  such  positions  as  the  service  may  need.  Registers  show  the 
particular  branch  of  the  mechanical  trade  in  which  the  eligible  way  be  experienced, 
and  selection  may  be  made  of  the  highest  three  eligibles  who  have  had  experience 
in  that  pariicular  branch  of  the  trade.  For  instance,  the  carpenter  r^;is(er  may  con- 
tain the  names  of  stair  builders,  ship  carpenters,  bridge  carpenters,  etc.  Blisters 
are  established  quarterly  or  more  frequently  if  the  needs  of  the  service  require. 

101.  Application  and  examination  form  1800  is  required  and  may  be  obtained  at 
any  time  from  the  secrelary  of  the  Second  Civil-Service  District,  New  York,  N.  Y., 
or  from  the  secretary  of  the  local  engineer  board  at  any  of  the  places  named  in  sec- 
tion 96.  Applications  should  be  filed  with  the  secretary  of  the  local  ei^neer  board 
at  the  headquarters  of  the  engineer  district  in  which  employment  is  desired. 

102.  Vacancies  occurring  in  the  Engineer  Department  at  Lai^  in  noneducational 
positions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  additional  information  concerning  noneducational  positions,  see  p.  21.) 
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ORDNANCE  DEPARTMENT  AT  LARQE. 

103.  BHtablishments  of  the  Ordnance  Department  at  Large  in  the  Second  Civil- 
Service  DiBtrict  are  at  Dover,  N.  J.,  New  York,  N.  Y.,  and  Watervliet,  N.  Y. 

BDtJCATIONAI.  EXAMINATIONS. 

104.  Clerical,  minor  clerical,  and  subclerical  poeitione  in  this  service  are  filled  from 
roisters  resulting  from  the  first,  second,  and  third-grade  esaminaliona  described  on 
pages  6  to  8  of  this  publication.  Persons  taking  the  second-grade,  or  minor-clerical, 
examination  may  also  take  the  optional  subject  of  typewriting  in  connection  there- 
with. The  fioeition  of  skilled  office  laborer  is  filled  ns  a  result  of  this  examination. 
InformatioD  concerning  eKaminatione  for  the  positions  of  stenographer  and  type- 
writer and  messenger  boy  will  be  found  on  pages  19  and  20,  respectively. 

105.  Examinations  for  the  position  of  apprentice  will  be  held  as  frequently  as  the 
needs  of  the  service  require  and  will  be  publicly  announced  by  the  district  secretary. 
The  examination  consiste  of  simple  mental  teste  and  a  rating  on  physical  condi- 
tion. Competitors  must  be  not  less  than  15  nor  more  than  18  years  of  age  on  the 
date  of  the  examination,  except  that  applicants  who  are  graduates  of  &  technical  or 
manual  training  school  may  be  admitted  to  examination  if  not  more  than  20  yeais  of 
^e.     Application  and  examination  form  1375  is  required. 

106.  Information  relative  to  the  positions  of  mechanical  draftsman  and  apprentice 
draftsman,  and  application  forms  therefor,  may  be  obtained  by  addressing  the  secre- 
tary of  the  local  board  of  civil-aervice  examiners  at  the  ordnance  establishment 
where  employment  is  desired,  or  the  secretary  of  the  Second  United  States  Civil 
Service  District,  Customhouse,  New  York,  H.  Y.  Applications  may  be  filed  at  any 
time  with  the  district  secretary.  Examinations  will  be  held  as  frequently  as  the 
needs  of  the  service  require,  and  when  an  examination  is  to  bo  held  persons  having 
applications  on  file  will  be  notified  when  and  where  to  appear  for  examination. 

107.  Examinations  for  other  positions  which  require  mental  tests  are  held  as  the 
needs  of  the  service  demand  and  are  duly  announced  in  the  public  press. 

NONEDOCATIONAIi  EXAMINATIONS. 

108.  This  class  includes  mechanical  trades  and  similar  positions.  Vacancies  in 
these  positions  are  filled  from  roisters  established  by  the  local  boards  of  examinera 
for  the  Ordnance  Department  at  Large. 

109.  Registers  are  established  quarterly,  or  more  frequently,  or  lees  frequently,  as 
the  needs  of  the  service  require.  The  secretary  of  the  local  board  will  suspend  the 
receipt  of  applications  for  any  position  for  which  there  may  be  no  present  need  of 
eligibles,  and  examination  for  that  position  will  be  specially  announced  when  there 
may  be  need  of  eligibles. 

,  110.  Application  and  examination  form  1800  is  required  and  may  bo  obtained  at 
any  time  either  from  the  secretary  of  the  Second  Civil-Service  District,  New  York, 
N.  Y.,  or  the  secretaries  of  the  local  boards  of  examiners  at  ordnance  establishments. 
Applications  should  be  filed  with  the  secretary  of  the  local  board  at  (he  establish- 
ment where  employment  is  desired. 

111.  Vacancies  occurring  in  the  Ordnance  Department  at  Large  in  noneducatioual 
positions  that  are  like  in  (heir  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selecticm  from  suitable  registers  tor  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  additional  information  concerning  non educational  examinations,  see  pc^e  21.) 
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tmSKIIiliED  LABOR. 

112.  For  information  concemii^  the  position  of  unskilled  laborer,  application 
ahould  be  made  to  the  board  of  labor  employment  at  the  ordnance  eotabliehment 
where  employment  is  desired.  General  information  concerning  unskilled  labor  in 
Federal  officer  and  establishments  will  be  found  on  page  21,  of  tjiis  publication. 

QUARTERMASTER'S   DEPARTMENT  AT  LARGE. 

113.  Certification  of  eligibles  will  be  made  by  the  secretary  of  the  Second  Civil- 
Seryice  District  for  filling  vacancies  occurring  in  the  educational  and  noneducationa! 
positions  covered  by  this  pamphlet  in  eatablishineiits  of  the  Quartermaster'a  Depart- 
ment at  Lai^,  as  follows: 

Chief  Quartermaster 'e  Office,  Governors  Island,  N,  Y,;  Depot  Quartermaster's 
Office,  New  York  City;  Fort  Hamilton,  Brooklyn,  N.  Y.;  Fort  Wadsworth,  Staten 
Island,  N,Y.;  Fort  Wood,  Liberty  Island,  N.Y.;  Fort  Totten,  Long  Island,  N.  Y.; 
Fort  Schuyler,  New  York,  N.  Y.;  Fort  Slocum,  Davids  Island,  N.  Y.;  Plattsbui^ 
Barracks,  Plattsburg,  N.  Y.;  Madison  Barracks,  Sackett  Harbor,  N.  Y.;  Fort  Ontario, 
N,  Y.;  Fort  Porter,  Buffalo,  N.  Y.,  and  Fort  Niagara,  N.  Y. 

The  secretary  of  the  Second  District  will  also  make  certification  of  eligibles  for 
filling  vacancies  in  non educational  positions  in  establishments  of  the  Quartermaster's 
Department  at  Large  in  the  States  of  New  Jersey,  Delaware,  and  Pennsylvania, 
except  as  provided  by  special  rogulations,  and  in  educational  positions  at  Forts 
H.  G.  Wright,  Michie,  and  Terry,  N.  Y, 

KDUCATIONAL  EXAMINATIONS. 

114.  Vacancies  occurring  in  clerical,  minor-clerical,  and  subclerical  positions  are 
filled  by  certification  from  roisters  resulting  from  the  prst,  second,  and  third-grade 
CTaminations  described  on  pages  6  to  8  of  this  pamphlet.  Examinations  for  other 
positions  which  require  mental  tests  are  held  as  the  needs  of  the  service  require. 


L  EXAMINATIONS. 

115.  This  class  includes  mechanical  trades  and  similar  positions.  Applications  for 
the  following-named  positions  may  be  filed  at  any  time: 

Blacksmith.  Packer. 

Carpenter.  Painter. 

Chauffeur.  Plumber  and  sleamfitter. 

Gardener.  Stationary  fireman. 

Marine  fireman.  Stationary  steam  engineer.' 

Marine  gasoline  engineer.  W^onma^ter. 

Master.  Wheelwright. 

Mate. 

116.  Application  forms  may  be  obtained  from  and  should  be  filed  with  the  secre- 
tary of  the  Second  Civil-Service  District,  New  York,  N.  Y. 

117.  The  age  limits  for  examinations  for  mechanical  trades  and  similar  positions 
in  the  Quartermaster's  Department  at  Lai^  are  as  follows:  Men,  miuimum,  20,  max- 
imum, 50;  women,  minimum,  IS;  maximum,  50.  The  age  limits  are  waived  in  cases 
of  persons  honorably  discharged  from  the  military  or  naval  service  by  reason  of  wound* 
received  or  sid-nesa  incurred  in  the  line  of  dtUy. 

118.  Appljcal ion  and  examination  form  1800  is  required.  Applicants  who  desire 
to  apply  for  examination  for  more  than  one  position  must  file  a  separate  application 
for  each  position  desired. 

1  ExamlDatloD  [or  this  position  nlll  Include  mental  tests  II  the  salary  is  more  tban  MOD  per  umum. 
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119.  Applicants  for  these  examioatioDa  may  sign  their  applications  by  mark  if 
unable  to  write. 

120.  Applicants  for  the  positioDs  of  marine  nteam  engineer,  master,  and  male 
should  give  id  their  applications  the  names  and  tonnages  of  the  vessels  upon  which 
they  have  been  employed  and  submit  with  their  applications  licenses  or  certificates 
from  the  proper  steamboat  inspectors  showing  the  grade  and  character  of  (be  licenses 
held  by  (hem. 

121.  Registers  will  be  cetabliehed  quarterly,  or  more  frequently  if  the  needs  of  Ihe 
service  require.  To  receive  consideration  for  a  certain  quarter  applications  must  be 
filed  in  complete  form  with  the  district  secretary  not  later  than  the  16th  of  March, 
Jnne,  September,  or  December,  as  the  case  may  be.  The  registers  will  be  made  up 
on  or  soon  after  the  first  of  the  neit  succeeding  months. 

122.  Examinations  fnr  positions  other  tlian  those  named  in  section  115  are  held 
only  when  eligibles  are  needed,  and  applications  are  not  accepted  until  an  examina- 
tion has  been  announced. 

123.  Vacancies  occurring  in  the  Quartermaster's  Department  at  Large  in  noneduca- 
tional  positions  that  are  common  in  their  requirements  to  similar  positions  in  other 
parts  of  the  service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part 
of  the  service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

(For  method  of  certification,  see  sec.  170.] 

(For  further  intormatinn  in  regard  to  noneducational  examinations,  see  p.  21.) 

CUSTODIAN   SERVICE. 

124.  The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Positions  of  the 
noneducational  class  in  this  service  are  such  asfiremen,  janitor,  etc.  Bxaminations 
for  such  positions  are  held  only  when  eligibles  are  needed,  and  due  announcement 
of  examinations  will  be  made  in  the  public  press.  When  examinations  arc 
announced  applicatiim  fornis  may  be  obtained  from  and  should  be  filed  with  the 
secretary  of  the  Second  Civil  Service  District,  New  York,  N.  Y. 

125.  Application  and  examination  form  ISOO  is  required  for  noneducational  exami- 
nations in  the  Custodian  i^ervice. 

12£.  The  minimum  and  maximum  age  limits  for  noneducational  examinations  in 
the  Custodian  Service  are  18  and  55  years,  respectively.  All  honorably  discharged 
United  States  soldiers  and  sailor.i  of  the  War  of  the  Rebellion  will  be  admitted  to 
these  examinations  without  regard  to  the  age  limits.  The  age  limits  are  also  waived 
for  examinationa  for  all  branche.i  of  the  service  in  the  ca:ie  of  persouB  honorably  dis- 
chai^ed  from  the  United  States  military  or  naval  service  by  reason  ofdiiability  TtmtU- 
ingfrom  wounds  receivtd  or  aichiiess  incurred  in  the  line  ofdtdy. 

127.  Vacancies  occuring  in  the  Custodian  Service  in  noneducational  positions  that 
are  like  in  their  requirements  to  similar  position '  in  other  part;i  of  the  service  may 
also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the  service  in  the 
vicinity  of  the  pkce  at  which  the  vacancies  exist 

(For  further  information  concerning  noneducational  examinations,  see  page  21  of 
this  publication.) 

128.  Vacancies  iu  double-titled  positions  in  the  Custodian  Service,  such  as  fireman- 
watchman,  watch  man -fireman,  fireman -laborer,  janitor-fireman,  etc.,  are  filled  from 
appropriate  registers  of  one  title.  The  first  word  of  the  title  of  such  double-titled 
positions  indicates  the  more  important  duties  of  the  position,  and  v^ciincies  are  filled 
by  noneducational  or  educational  examination  accordii^  \a  the  duties  of  the  position 
in  which  the  vacancy  occurs.    For  instance,  a  vacancy  in  the  position  of  fireman- 
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watchman  will  be  filled  by  a  non educational  examination  for  fireman  (beld  only 
when  eligiblea  are  needed),  while  a  vacancy  in  the  position  of  watehman-fireman 
will  be  filled  by  certification  from  the  regiHter  eatabliflhed  aa  a  reault  of  the  third- 
grade  educational,  or  subclerical,  examination  referred  to  on  p>^  7. 

129.  Examinations  for  aanstant  custodian-janitor  and  for  technical  poaitions  in  the 
Custodian  Service,  sucbaesteamengineer,  electrician,  etc.,  include  educational  quali- 
fications and  are  held  only  when  eligiblea  are  needed.  Information  relative  to  the 
position  of  elevator  conductor  will  be  found  on  page  20. 

STENOGRAPHER  AND   TYPEWRITER. 

130.  The  stenc^rapher,  the  typewriter,  and  the  combined  stent^rapher  and  type- 
writer examinations  are  held  quarterly  in  January,  April,  July,  and  October  at  various 
places  throughout  the  country.  Examinations  are  held  simultaneously  for  field posi- 
tions  {that  is,  positions  outside  of  Wasbii^ton,  D.  C),  tor  positions  in  the  departments 
and  ofiicea  at  Washington,  and  for  positions  in  the  Philippine  and  Isthmian  Canal 
Services.  Only  the  combined  stenographer  and  typewriter  examination  is  given  for 
the  Philippine  Service. 

131.  Applicants  are  required  to  show  in  their  applications  the  service  or  services  in 
which  employment  is  desired,  and  at  the  time  of  examination  each  competitor  is 
given  an  opportunity  to  indicate  the  exact  localities  in  which  he  b  willing  to  accept 
appointment.  Those  who  indicate  a  willingness  to  accept  appointment  in  Washing- 
ton, D.  C,  will,  if  an  eligible  rating  is  attained  in  the  examination,  have  their  names 
placed  on  the  roister  for  Washington,  D.  C,  oniy,  unless  they  apply  for  the  Philip- 
pine or  Isthmian  Canal  Service,  Those  who  indicate  a  desire  for  appointment  to 
positions  only  in  field  services  will  have  their  names  placed  on  a  register  of 
eligibles  for  tiiat  purpoae.  An  eligible  may  not  have  his  name  on  the  register  lor 
Washington,  D,  C,  and  also  for  the  field  service  at  the  same  time.  A  person  who 
has  signified  his  willingness  to  accept  appointment  in  Washington,  D.  C,  may  also 
have  his  name  placed  on  the  register  for  the  Philippine  Service  or  the  Isthmian  Canal 
Service,  or  both,  by  filing  a  separate  application  for  each  additional  service  desired 
and  by  complying  with  the  additional  requirements.  Persons  whose  names  are  on 
registers  for  fiold  positions  may  not  have  thefr  names  on  the  register  for  the  Philippine 
Service  or  for  the  Isthmian  Canal  Serviceat  the  same  time.  Application  may  be  made 
for  examination  for  the  Philippine  Service  or  the  Isthmian  Canal  Service,  or  both,  and 
not  tor  service  in  Washington,  D.  C,  if  desired.  A  person  whose  name  is  on  the  regis- 
ter for  field  positions  may  have  his  name  transferred  to  the  register  for  positions  in 
Washington,  D.C.,in  the  Philippine  Service,  or  in  the  Isthmian  Canal  Service,  or  vice 
versa,  at  any  time  within  the  period  of  eligibility  if  there  is  a  reason  for  such  transfer 
which  is  satisfactory  to  the  Commission  and  the  person  has  complied  with  the  re- 
quirements of  the  service  to  which  transfer  of  eligibility  is  desired. 

131a.  An  order  issued  by  the  War  Department  requires  of  ail  appointees  to  field 
services  of  that  department  willingness  to  serve  a  period  of  duty  in  the  Philippine 
Islands,  it  necessary.  It  is  rare,  however,  for  an  employee  to  be  required  to  serve 
in  the  Philippines  against  his  will.  While  serving  in  the  Philippinee,  employees  are 
given  an  increase  of  $200  per  annum  in  their  pay,  and  they  are  allowed  transporta- 
tion expenses.  Two  years  is  usually  the  duration  of  such  duty.  Applicants  for 
examination  for  field  services  should,  therefore,  indicate  in  their  applications  their 
willingness  or  unwillingness  to  accept  appointment  in  services  under  the  War  Depart- 
ment and  the  lowest  salaries  they  are  willing  to  accept  while  employed  in  the  United 
States. 

132.  In  fillii^  vacancies  in  field  positions,  certification  to  the  various  services  will 
be  made  in  accordance  with  the  n^ulations  shown  on  page  33. 
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lb3.  Foim  1424,  ehowinf;  the  dates,  places,  character,  and  scope  of  the  e 
tions,  and  the  requirements  for  the  various  services,  may  be  obtained  by  addteasing 
the  district  secretary  or  the  CommiBsion  at  Washington.  Application  forma  will  also 
be  forwarded  upon  request.  Form  304  is  required  for  all  Bervicea  except  the  Philip- 
pine: for  the  Philippine  Service,  form  3  is  required.  Applications  may  be  filed  at 
any  time  with  the  Commigsion  at  Washington,  The  age  limits  for  the  various 
servicea  are  as  follows;  Philippine  Service,  minimum  IS,  maximum  40;  Isthmian 
CanalService,  minimum  20,  maximum  45;  other  services,  minimum  18;  no  maximum 

134.  Women  are  admitted  to  the  April  and  October  examinations  only,  and  ore 
not  admitted  to  the  examination  for  the  Philippine  or  the  Isthmian  Canal  Service. 

135.  The  demand  formale  stenographer  and  typewriter  eligibles  ia  usually  greater 
than  the  supply.  Promotioo  to  the  higher  grades  is  reasonably  rapid  for  those 
whose  services  prove  eatiataclory. 


136.  All  United  States  deputy  marshals,  except  thoee  employed  as  field  deputies,  or 
whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  indicated  in  the  following  paragraphs: 

137.  Vacancies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  from  the  stenc^rapher  and  typewriter 
raster  for  field  services  or  the  bookkeeper  roister  for  the  general  Departmental 
Service  of  thoee  who  were  examined  in  the  State  in  which  the  vacancy  exists.  (See 
Bees.  130  to  135,  inclusive,  and  174.) 

138.  For  vacuicies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade,  or 
clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 

139.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner 
unless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  first^rade,  or  clerical,  examination,  including  a 
list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  annual  exami- 
nations, is  given  on  page  6  of  this  publication.) 

ELEVATOR   CONDUCTOR. 

140.  The  position  of  elevator  conductor  in  Federal  buildings  is  filled  by  examination 
comisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
page  25,  with  a  weight  of  50  per  cent,  and  training,  experience,  and  fitness  50  per  cent. 

141.  The  minimum  age  limit  ior  this  examination  ia  20  years;  there  is  no  maximum 
age  limit. 

142.  Application  and  examination  form  1800  is  required. 

143.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable 
of  performing  manual  labor. 

144.  In  rating  the  element  of  "experience  "credit  will  be  given  for  actual  experience 
as  elevator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants  who 
have  not  had  at  least  six  months  of  auch  experience  will  not  be  admitted  to  the  exami- 
nation. If  an  applicant  has  had  only  six  months'  experience,  that  experience  must 
have  been  gained  within  the  twelve  months  just  prior  to  the  date  of  application. 
Applicantsmustfully  indicate  in  their  applications  the  kind  of  elevators,  and  whether 
passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the  length  of 
their  experience. 

145.  This  examination  will  be  held  only  when  eligibles  are  needed,  and  will  be  duly 
announced  in  the  public  press. 
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146.  Examinations  for  filling  vacaacies  in  this  position  are  held  in  the  city  in  which, 
or  in  the  vicinity  of  which,  a  vacancy  occura,  and  only  when  eligibles  are  needed. 
The  exaijpination  will  cooBist  of  the  third^rade,  or  suhclerical,  aiibjects  (see  page  25), 
with  the  exception  of  the  subject  of  training,  experienoc,  and  fitDese,  each  of  the  five 
subjeclahavingaweightof  20percent.  When  examinationsarctobeheld, announce- 
ment la  made  in  the  public  press. 

147.  The  minimum  and  numimum  age  limits  for  this  examination  are  16  and  18 
yeaiB,  respectively. 

148.  Application  form  1371  is  required. 

NONEDUCATIONAL  EXAMINATIONS. 

149.  This  class  includes  examinationa  for  the  mechanical  trades  and  similar  positions 
which  do  not  require  a  mental  test.  These  positions  in  the  Cust^ian  Service,  the 
Quartermaster's  Department  at  laige,  the  Ordnance  Department  at  Large,  the  Engi- 
neer Department  at  Large,  and  other  branches  of  the  service  have  been  placed 
under  the  district  system  (see  sec.  2). 

150.  Appropriate  examinalions  are  held  based  on  training,  experience,  and  fitness, 
and  physical  ability.  The  relative  nieighta  of  lliese  subject)  on  a  eeale  of  100  are:  Physical 
ability,  40;  training,  experience,  and  fitnes»,  60.  The  information  on  which  the  ratings 
are  based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care-should 
be  taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufficient  basis 
may  be  had  tor  rating  the  papeis.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered.  All  statements  relative  to  training,  experience,  and  fitness 
are  subject  to  verification. 

151.  The  method  of  rating  the  subjects  of  these  eiaminationa  is  as  follows: 

(a)  Physical  abiuty, — An  applicant  without  apparent  physical  disqualifications 
is  rated  at  98  for  this  element.  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  BSaccording  to  the  natureof  this  defect  or  disqualification. 

(6)  Training,  experience,  and  fitness. — This  subject  will  be  rated  upon  the 
statements  made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  will  be  given  to  the  date,  length,  quality,  and  char- 
acter of  the  experience  shown,  and  special  consideration  will  be  given  experience 
which  is  continuous  and  recent. 

152.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for  such 
additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary,  but  no 
recommendations  other  than  those  called  for  by  the  Commission  will  be  considered. 

153.  All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their  names 
are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of  persons 
preferred  under  section  1754,  Revised  Statutes,  rated  at  65  or  more  are  placed  above 
all  others  who  have  not  been  allowed  such  preference. 

154.  When  such  examinations  (noneducational)  arc  given,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  buttofile  fully  executed  applications 
on  the  form  prescribed. 

156.  For  further  information  relative  to  noneducational  positions,  aee^ 
Engineer  Department  at  Large,  page  15. 
Ordnance  Department  at  Large,  page  16. 
Quartermaster's  Department  at  Large,  page  17. 
Custodian  Service,  page  18. 
The  district  secretary  or  the  Civil  Service  Commission  at  Washington  will  furnish 
information  concerning  noneducational  pwdtions  not  covered  by  this  pamphlet. 
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156.  ThiH  position  is  unclassifiBcl.  In  cities  where  r^uiations  are  in  force  governing 
the  employment  of  laborers  in  the  Federal  service,  positions  of  this  character  are  filled 
by  r^istration  of  eligibles  after  a  phyeical  test.  The  duties  of  men  are  those  of 
common  laborer  or  workman  and  of  womea  those  of  charwoman  or  its  equivalent. 
Labor  regulations  are  in  force  at  Brooklyn,  N.  Y.,  Buffalo,  N.  Y.,  Newark,  N.  J.,  and 
New  York,  N.  Y.,  in  the  Second  United  States  Civil-Service  District.  Examinations 
are  held  annually.  Application  blanks  may  be  obtained  from  the  boards  of  labor 
employment  in  the  cities  named  when  examinations  are  announced. 

157.  The  minimum  and  maximum  age  limits  for  this  position  are  20  and  60  years, 
respectively.  Theage  limits  are  waived,  however,  in  the  caaeof  honorably  discharged 
veterans  of  the  Civil  War  and  persons  honorably  discharged  from  the  United  States 
military  or  naval  service  by  reason  of  disability  resulting  from  wounds  received  or 
sickness  incurred  in  the  line  of  duty. 

158.  Applicants  for  the  position  of  unskilled  laborer  in  New  York,  N.  Y.,  are 
required  U>  be  not  less  than  150  pounds  in  weight,  and  not  less  than  5  feet  6  inches 
in  height,  without  shoes. 

159.  For  information  concerning  this  position  in  cities  where  labor  regulatioos  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where  employ- 
ment is  desired.  The  secretaries  of  local  boards  of  civil  service  examiners  at  estab- 
lishments of  the  Ordnance  Department  at  Largo  will  furnish  information  concerning 
unskilled  labor  at  such  establishments. 

CERTIFICATION   AND   ELIGIBILITY. 

160.  Aft«r  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  the  register  in  the  order  of  the  average  attained.  An  aver^^  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
or  naval  service /or  diBabilUy  incurred  in  iJie  line  of  duty.  The  names  of  such  persons 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percentage  of  not  less  than  65  will  be  placed  at  the  head  of  the 
eligible  register. 

161.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

162.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on  the 
raster, 

163.  The  highest  three  names  on  the  appropriate  raster  are  certified  for  each 
vacancy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointii^  officer  in  each 
service  tor  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certified 
for  filling  a  vacancy  in  a  positiou  payii^  an  entrance  salary  lower  than  that  named  by 
him  in  his  application  or  examination  papers.  Appointment  to  a  position  in  any 
service  will  operate  to  remove  the  eligible's  name  from  all  registers  of  the  grade  from 
which  the  selection  was  made,  and  from  registers  of  lower  grades.  Appointments 
may  be  made  from  a  higher-^rade  register  for  fillii^  vacancies  in  a  lower-grade  position. 

164.  For  filling  vacancies  in  the  Internal-Revenue  Service  certification  will  he  made 
of  the  names  o(  eligibles  who  were  examined  in  the  internal -revenue  district  in  which 
the  vacancy  occurs,  except  that  the  First,  Second,  and  Third  Internal-Revenue  Dis- 
tricts of  New  York  will  be  considered  together  in  making  certificalions. 

165.  For  lillii^  vacancies  in  the  Customs  Service  certification  will  b«  made  of 
the  names  oE  the  eligibles  examined  at  the  'port  at  which  the  vacancy  exists,  except, 
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whero  examinations  are  held  also  at  aubporte  for  the  convenience  of  applicante,  the 
highest  eligiblea  will  be  certified  of  those  examiaed  at  the  port  and  at  eubporta.  (See 
aec.  63.) 

166.  ForthopositioQBot  clerk, and carrierforcity  delivery,  in  poBt  offices, a aeparate 
r^ieter  is  established  for  each  classified  poet  office,  containing  the  names  of  eli^blee 
examined  for  such  office.  For  certain  large  poat  offices  separate  male  clerk  and 
carrier  registere  are  established,  while  tor  all  other  offices  in  which  both  clerks  and 
city  carriers  are  employed  the  names  of  male  eligibles  are  entered  on  both  the  clerk 
and  carrier  registers.    (See  sec.  80.) 

167 .  In  filling  vacancies  in  the  position  of  office  deputy  United  States  marshal  certifi- 
cation will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
iriiich  the  vacancy  exists. 

168.  Certification  for  filling  vacancies  in  the' position  of  clerk  in  the  Army  Transport 
Service  will  be  made  of  eligiblea  who  live  in  the  city,  or  the  vicinity  of  the  city,  from 
which  the  transport  sails. 

169.  In  making  certification  for  filling  vacancies  in  the  positions  of  stenographer, 
typewriter,  and  stenographer  and  typewriter  occurring  in  field  services  the  regula- 
tions outlined  in  the  forgoing  paragraphs  relative  to  methods  of  certification  for 
various  branches  oE  (he  service  will  apply,  so  far  aa  possible. 

As  stated  in  section  131,  each  competitor  in  stenographer  and  typewriter  examina- 
tions will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate  the 
localities  in  which  he  is  willing  to  accept  appointment.  The  names  of  eligiblea  on 
registers  for  the  Second  Civil-Service  District  for  field  aervices  who  have  been  exam- 
ined and  reside  outside  of  the  district  will  not  be  certffied  for  vacancies  occurring 
in  that  district  while  there  aro  three  available  eligibles  on  a  register  who  were 
examined  and  reside  within  the  district,  except  that  persons  examined  anywhere  in 
an  internal-revenue  district  which  is  part  in  the  Second  Civil-Service  District 
and  part  in  another  civil-service  district  may  be  certified  for  vacancies  occurring  in 
the  Internal-Revenue  Service  anywhere  in  the  internal-revenue  district  in  which 
examined. 

Transfer  of  eligibility  on  atent^rapher  and  typewriter  registers  from  one  civil-service 
district  to  another  civil-service  district  may  be  made  with  the  approval  of  the  district 
secretaries  concerned,  but  an  eligible  so  transferred  who  is  not  a  resident  of  the  dis- 
trict to  which  transfer  is  made  will  not  be  certified  for  appointment  while  there  are 
three  available  eligibles  examined  and  residing  within  the  district  in  which  the 
vacancy  exists.  If  the  eligible  whose  name  is  transferred  has  actually  changed  his 
residence  to  the  district  to  which  his  eligibility  is  transferred,  he  will  bo  considered, 
for  purposes  of  certification,  as  having  been  examined  at  the  place  of  examination 
nearest  his  new  place  of  residence  in  the  civil-service  district  in  which  such  new 
residence  is  located. 

A  person  whose  name  is  on  the  stenographer  and  typewriter  roister  for  field  posi- 
tions may  have  hia  name  transferred  to  the  register  for  positions  in  Washington,  D.  C, 
in  the  Philippine  Service,  or  in  the  Isthmian  Canal  Service,  or  vice  versa,  at  any 
time  within  the  period  of  eligibility  if  there  is  a  reason  for  such  transfer  which  is 
satisfactory  to  the  Commission  and  the  person  has  complied  with  the  requirements  of 
the  service  to  which  transfer  of  eligibility  is  desired. 

170.  The  names  of  eligibles  for  noneducational  positions  in  the  Quartermaster's 
Department  at  Large  will  be  entered  on  the  register  for  the  civil-service  district  in 
which  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
who  are  residents  of  the  district  in  which  the  vacancy  exists. 

171.  In  filling  vacancies  in  any  poeition  or  service  not  specifically  mentioned 
above,  certification  will  be  made  of  eligibles  examined  at  the  place  at  which,  or  in 
the  immediate  vicinity  of  which,  the  vacancy  exists. 
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X72.  Every  appointment  ia  made  for  a  probationary  period  of  six  monthe,  at  the  end 
of  which  time,  if  thesppcdntee  is  retained  in  the  service,  such  retention  ie  equivalent 
to  hie  absolute  appointment.  In  the  Po9t  Office  Service  the  six  months'  period  of  pro- 
bationary appointment  begins  from  the  date  of  appointment  as  regular  clerk  or  car- 
rier, and  not  from  the  date  of  appointment  as  Bubetitute. 

INFORMATION   CONCERNING  OTHER   SERVICES. 

173.  A  Manual  of  Examinations  is  issued  by  the  United  Stal«s  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning  the 
n^lar  spring  and  fall  examinations  for  positions  In  the  Bepaitmental,  Indian,  Rail- 
way Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 

BOOKKEEa>RR,  TECHNICAL  AND   SCIENTIFIC  EXAMINA- 
TIONS, ALL  SERVICES. 


174.  Theee  examinations  are  announced  from  time  to  time  as  the  needs  of  tie  service 
demand  and  are  deeded  to  meet  the  requirements  of  the  positions  to  be  6lled.  For 
all  of  theee  poeitions  oligibles  are  certified  to  vacancies  in  the  departments  in  Wash- 
ington or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere, 
as  in  the  judgment  of  the  Civil  Service  Commiesion  may  be  required  for  the  good  of 
the  eervice. 

InformatioD  concerning  these  examinations  may  be  obtained  from  tbe  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

RURAL  DELIVERY  CARRIER. 

ITS.  Copies  of  the  (egulationa  and  other  information  concerning  examinations  for 
this  position  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
postmasters  at  offices  from  which  rural  routes  start,  or  from  the  United  States  Civil 
Service  Commission  at  Washington,  D.  C. 

176.  The  minimum  and  maximum  age  limits  for  this  examination  are  IT  and  55 
ye»rs,  respectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sailors, 

FOURTH-CLASS  POSTMASTER. 

17T.  On  November  30, 190S,  the  President  issued  an  Executive  order  placing  fourth- 
claes  postmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  eervice.  To  be  eligible  for  examina- 
tion, applicants  for  this  poeitiou  are  required  to  be  at  least  21  years  of  age,  except  that 
women  are  eligible  for  examination  at  18  in  States  where  women  are  declared  by  statute 
to  be  of  full  age  for  all  purposes  at  18.  It  is  also  required  that  an  applicant  must  reside 
within  the  territory  supplied  by  the  post  ofSce  for  which  application  is  made,  and  that 
he  shall  personally  conduct  the  office  if  appointed.  Examinations  are  held  only  when 
eligihles  are  needed  to  fill  existing  or  contemplated  vacancies  in  the  Slates  named, 
and  no  applications  are  received  until  the  examinations  are  announced.  A  copy  of 
the  r^uktions  governing  the  appointment  of  fourth-class  postmasters  may  be  obtained 
from  the  United  States  Civil  Service  Commission,  Washington,  D.  C,  upon  request. 
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1  The  subject  of  feadli^  addresses  will 
and  the  relative  weights  on  s  Bale  ol  lOOwllI  be;  Spelling,  15;  arithmetic,  20:  letter  wrttlDg,  SO;  peaman- 
Bblp,  20;  ropylne  (fom  plahi  copy,  15;  United  Slal*8  geonaphy,  10. 

lAllstalemeata  relative  to  training,  experleaoe,  and  flUiess  are  subject  to  yedBcatlon. 

Id  the  first-grade  examinadon  competitors  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  eubjects  of  their  ezaminaitionB  will  not  be  tated. 
SPECIMEN  QUESTIONS. 

FIBST-OBADE  EXAMINATIONS. 

1.  Speluho:  Twenty  words  of  more  than  average  difficulty.  2.  AKrmHBTtc' 
Fundamental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Penhanshif;  Rated  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Report  writino:  Test  in  writing  in  letter  form  a  report, 
not  more  than  173  words  in  length,  summarizing  and  arranging  in  logical  order  a  seriee 
of  facta  included  in  a  given  statement  of  400  to  500  words.  5.  Copying  and  cor- 
BBCTINO  manuscript:  Teflt  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntai,  etc.    6.  Geoo- 

KAPHY   AND   CIVXL   OOVERNUBNT  OF  THE   UNrTBD   SxATBB. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
character  at  these  subjects: 

FlMt  Subject— Spelling.  -  apeUlng  Is  dictated  by  the  eiamiiier.  The  words  are  written  by  the  com- 
petitor in  the  blanfa  spaces  Indicated  on  the  first  sheet  of  the  examlaatlon.  All  words  should  be  com- 
menced with  capital  letters.  The  examiner  pronouQoes  each  word  and  gives  Its  deflDltlon.  The  com- 
petitor Is  rfqulred  to  write  only  the  word  and  not  Ha  dpflnltlon, 

Cylindrr.-  A  long  round  body.  Prominorjr.-  Containing  a  promise;  as,  a  promissory  note.  BiteTUIal! 
Necessary  or  indispensable,  i»ljcmi*Hf  Apparent  or  visible.  OpponHnilg:  AOt  or  convenient  time. 
DatUlui:  False  or  tricky.  Deteteact;  Respect  or  regard.  Inttnloa:  The  act  of  pladng  In:  as,  the  Inset- 
tlOD  of  an  Bdvertlsemeat,  FacilUitU;  To  make  easy:  as,  tn  focllltate  business.  Sclieaecladp:  A  dty  ol  the 
United  States,  ^if^rnf.'  Lying  near  or  bordering  on.  Soutenir:  A  token  of  remembraace.  ConttUnt; 
Yielding  or  giving  up;  as,  conceding  a  point.  lAnatQe:  Line  of  descent  or  ancestry;  as.  ol  royal  lineage. 
Ddeteriotm:  Harmful  or  InJuFlouK  as,  deleterlang  to  health.  BBiismlal:  On  a  level.  Palriviovg:  Ad 
estate  Inherllcd  ^m  one's  bther.  Ccnlfic'tte:  A  written  testimony;  as,  a  marriage  certlflcate.  Jtetr- 
ttir:  A  place  of  storage:  as,  a  water  reservoir.    Priiatgt:  Aright:  as,  the  privilege  o[  voHnit. 

Second  Sublect— Arltbmctlc— In  solving  problems  the  processes  should  be  not  merely  Indicated 
but  all  the  Qgures  neceeaary  In  solving  each  problem  should  be  given  In  full.  The  aoswer  to  each  problem 
should  be  Indicated  by  writing  "Ans."  after  It. 

1.  This  question  comprises  a  test  In  adding  ntunbera  croeswise  and  tengthwiae.  There  are  usuall; 
three  oolumns  of  about  twelve  numbers  each  to  be  added.  2.  Divide  4TA  hy  T|,  multiply  the  quotient 
by  31,  and  to  the  product  add  0,0907  of  ZM.S.  3.  A  lather  inveeted  a  Eufflcieat  sum  of  money  In  Ifasu- 
chuaetts  fives  at  071,  brokerage  i  per  cent,  to  give  his  son  an  annual  income  of  11,200,  Whet  was  the  aura 
InvealedT  4.  The  appropriation  lOr  the  Civil  Service  Commission  for  the  fiscal  jiear  ended  lune  30, 1807, 
was  198,340.  During  that  year  £0,000  persons  were  eiamlned.  IT  34  per  cent  of  this  number  failed  to  pass, 
and  1T|  per  oent  of  those  who  passed  wera  appointed,  what  was  the  average  cost  to  the  Govemment  of 
each  appolutmentr  S,  On  April  1,  1904,  Amos  Word  owed  (Iraves  &  Coon  168.90  on  account.  April 
4  he  sold  them  CS  barrels  potaloea  at  12.75  per  barrel.  April  a  ho  gave  them  a  fltaft  upon  Ban  Franclsai 
(or  t1,8C0,  which  they  accepted  at  i  per  cent  discount.  April  0  they  sold  Ward  80*  bushels  com  at  341 
txata  per  bushel.  April  16  they  bought  oflilm  2,900  [set  lumber  at  11.25  per  hundred  feet.  April  10  they 
sold  him  Hi  doien  chain  at  00  cents  each.  April  21  Ward  bought  of  them  1,2G0  eggs  at  11  cents  per  dozen. 
April  28  he  gave  them  a  note  (or  11,820,  due  Id  slit;  days.    April  29  be  bought  of  tbam  Z,9ai  Durnds  hu 
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Third  Sublect— Pcnmaiulilp.— Tbe  ntlng  on  peamanslilp  will  b«  determined  far  legibility,  mpldltr, 
neatness,  and  geDGral  appearance,  and  by  Dorrwtncas  and  uoifonnlty  la  the  fonnatlDii  or  words,  letters, 
and  [nmctuatlon  marks  in  tbe  exenilse  of  the  lourth  sut^^o^'spo^  vrlUng.  Vo  particular  style  or  pen- 
manslilp  la  preAned. 

Fourtb  Subtect-Beport  WrltinK-— In  tUg  eiandse  tbe  competitor 
(acts.  400  to  COO  words  In  length,  which  he  1b  to  Bummarlte  and  arrange 
report  In  Uelorm  of  a  letter  of  not  more  than  ITS  words. 

Tbls  exercise  Is  designed  to  test  tbe  competitor's  knowledge  of  shnpls  English  composllicn  and  his 
general  Intelligence.  In  rating  the  report,  lla  enora  of  fram  and  sddnss,  speUlDg,  cspltalluUaD,  punctua- 
tion, syntai,  and  style,  and  the  arrangement,  conciseness,  and  completeness  of  the  n^Mrt  are  con^derod. 

Ftltti  Subject— Copylnj?  and  Correctlns  Maniracript. — Spelling,  use  c' capitals,  and  allotnlsions 
and  mlstolia  will  be  token  Into  consideration  In  rating  ttds  subjecL 

Dhatlimi  lo  (*eco7iip(ii(or.— Writeaconwffd  copy  ol  the  manuscript  aooompanylag.  Ctmect  all  errors 
In  syntax,  spelUng,  punctuation,  and  capitalization;  wrile  In  full  abbreviated  words,  etc.,  as  indicated. 
Do  not  paraphrase  the  language  ot  the  copy,  or  Insert,  omit,  or  modify  words,  phrases,  or  punctDatlon 
marks,  except  as  may  be  necessary  to  coirect  eirota. 
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Slith  Subject— Geosrapbr  and  CMI  GOTemnunt  of  tli«  United  States.— QuMdtma  1, 3,  nod  3 
of  this  anbject  are  on  geography  ol  Uia  United  Slates  lud  are  similar  to  queationa  1,  2,  and  1  or  aeoHid 
trade  gec^njAy  aa  shown  under  tbat  eubJecC  Questions  4  and  S  ore  on  ddl  govenunant  of  the  United 
Slat«e.    The  Ibllowlng  queadons  have  been  used; 

4.  (a)  How  arejustJceaortheBuprBme  Court  iqipdntedT  (b)  How  man;  amendments  bave  been  added 
totbeConstltutlonoltlieUnltedStalesT  S.  (a)NunetWDwa;sln«tilchsbmniBybeDamealswwlUwut 
the  President's  signature,  (b)  Name  the  bdlawlng  officials:  Speaker  of  the  Xatlonal  House  of  Represent- 
BtlTeliClilerJusClceol  the  United  States;  sod  fiecreUrr  ol  State. 

SECOND- OR ADB  BXAM1NA.TION. 

1.  SFBLUNa:  Tweoty  words  of  average  difficulty  in  common  uae.  2.  Auth- 
UBTic:  En>bt&ceBaddition,8ubtniction,  multiplication,  and  division  of  whole  DumbeiB, 
and  common  and  decimal  ftactione.  3.  Lettbr  writinq;  Test  in  tiie  uee  of  the 
English  lan^niage  for  businen  correepondence.  4.  Penmanship:  Marked  on  legi- 
bility, rapidity,  neatness,  and  general  appearance.  5.  Cofyino  fbou  pl&ih  copt: 
An  exact  copy  of  a  few  printed  linea  in  competitor's  handwriting.  6.  GEoaitAPSY: 
Questions  relating  te  the  boimdaiiea  of  States  and  to  capites,  lat^est  cities,  rivers  and 
other  bodies  of  water,  and  the  location  by  States  ot  prominent  cities. 

The  following  questionB  and  teete  which  have  been  used  indicate  the  general 
character  of  these  subjects: 

FbBt  Subject— SpeUnc^-ApelUng  Is  dictated  b;  Uie  eiaminer.  The  wards  are  wiltteu  b;  the  com- 
petitor !n  the  blank  spaces  Indicated  on  the  first  sheet  oltheaxamlnatlOD.  Allwordashouldbecommenced 
with  capital  letters.  The  emmlner  pronounces  each  word  and  glvu  ita  daflultkiD.  Tbe  competitor  Is 
required  lo  write  on]  j-  the  word  and  not  Its  definition. 

OppimeiU:  One  who  opposes;  as.  a  political  oppoDent.  PrtaiienL-  The  Chief  Eieoutlve  of  the  United 
States.  Conjaaar:  One  who  conquers.  Wlioltsami:  Healthful:  as,  wholesome  food.  Adilese:  To  gain; 
as,  to  achieve  success,  rrsn^ull.'  Quiet  or  peaceful.  DOack:  To  sopaiata  or  remove:  as,  to  detach  a  teat 
from  a  book.  Ezptiuict:  Very  costly.  Dcctaic-  Desthj  as,  a  person's  decease.  NntlctiMt:  Worth;  of 
notice;  as,  a  noticeable  occasion,  ^tupfefoui.-  Exciting  suspicion;  as,  asiuplclousclicumslance.  Ttrrace: 
A  raised  hank  ol  earth.  Sapping:  Making  a  number  of  quick  blows.  Lanftwfe:  The  speech  of  a  people; 
as,  the  F.Dgllsb  language.  Schiduie:  AllstnrlDTentory;  as,  a  schedule  of  prices.  Tjflng:  Blndlngor  fasten' 
lug  with  a  oord.  VidgoT:  Low  or  mean.  Cmiru;  A  way  or  track;  as,  a  race  couraa.  SaJary:  A  stated 
atlovance  paid  lor  servicer    CAtra^'  A  city  In  the  United  States. 

Second  Subject— Arithmetic. — In  solving  problems  the  processes  should  be  not  merely  indicated,  but 
all  the  figuns  necessaiy  In  solving  eacb  problem  should  be  given  la  full.  The  anawer  to  each  problem 
should  behidlcBled  by  writing  "Aqs."  after  It. 

1.  Add  the  following,  and  from  the  sum  subtract  32,886,696  (hero  will  be  given  ashort  column  ol  figures). 
it.  Multiply  7A  by  36.8, and  divide  the  product  by  1.02.  Solve  by  decimals.  3.  Acarrlercan  assart  43 
letters  or  37  papers  ia  a  nUnute.  At  this  rate,  how  many  hours  will  It  lake  him  to  assori  3,liS£  letters  aud 
1S5  pounds  of  papers,  avera^gT  papers  to  tbe  pound?  4*  Alotwhlch  was  63  feet  wide  and  160  feet  long 
sold  IDt  ts,347.60,  which  was  one-Iourth  more  than  It  cost..  What  was  tbe  cost  persquare  foot?  fi.  In  a 
certain  mall  there  are  291  pounds  14  ounces  of  newspapers  weighing  at  the  rale  of  3  papers  to  every  7  ounces. 
How  mnny  papers  are  therein  tbem^.    16  ounces— 1  pound. 

Tblrd  Subject— Letter  Writlns-— The  competllor  is  permitted  to  write  on  either  one  of  two  subjects 
given.    The  loilDwIng  subject  has  been  used; 

Write  a  letter  of  not  less  than  126  words,  giving  your  views  as  to  tbe  advantages  derived  ftom  tree  pubU" 
libraries  la  the  principal  cities  of  your  State.  This  exercise  is  disced  chiefly  to  test  the  □ompetltor's 
still  In  simple  Engllsb  composition.  In  rating  the  letter,  Its  errors  Id  form  and  address,  in  spelling,  capi- 
talization, punctuation,  syntax,  and  style,  andllaadherence  to  the  subject,  will  be  considered. 

FouiUi  Subject— Penmanalilp — The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neataess,  and  general  appearance,  and  by  correctness  and  unifcnnlty  in  the  formation  of  words, 
letteia,  and  punctuation  marks  In  the  exercise  of  tbe  subiect  of  copying  from  plahi  copy.  No  particular 
style  of  penmanship  Is  preferred. 

FUtb  SubJeeC— Copylns  from  Ralii  Copy.— N.  B.— Paragraph,  spell,  capltallK,  and  punctuate 
precisely  as  In  copy.    All  omissions  and  mistakes  will  be  taken  Into  consideration  In  rating  this  subject. 

Uake  an  exact  written  copy  of  tbe  following. 

No  recommendation  of  an  applicant,  competitor,  or  eligible  involving  any  disclosure  of  his  polltlcaJ  or 
religious  opbilons  or  afTHIations  shall  be  received,  filed,  or  considered  by  the  Commission,  by  an;  board  of 
examiners,  or  by  any  nomlnathig  or  appolnUng  officer.  In  making  removals  or  reductions,  or  in  imposing 
punishment  for  delinquency  or  misconduct,  penalties  like  In  character  sliall  be  imposed  for  like  ofienses, 
and  action  thereupon  shall  be  taken  irrespective  of  the  pofitical  or  religious  opinions  or  ainiiations  of  the 
oOenders.  A  person  holding  a  position  on  the  date  said  position  Is  classified  under  the  clvll-servlee  act 
shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  persons  of  the  same  class  or  grade  appointee 
npon  eiamluarion  under  the  provisions  of  said  act. 
[2d  DIat.] 
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1.  Name  States  (or  Territories,  If  uiy),  aa  tollowB:  Two  which  border  Florida  od  tbe  iwrth;  tiro 
wMoh  border  Colorado  on  the  north;  two  which  border  New  York  od  tbe  east;  two  irtiiidi  border 
WlscoDSlD  on  the  veat;  one  which  borders  Oregon  on  the  DOTth;  one  whlcb  borders  New  Hampshini 
OD  the  east.  3.  Name:  The  (wo  largest  rivers  which  border  on  Eentuoky;  the  two  largest  lakes  wbloli 
border  on  MIchlgaa;  the  two  lugest  sounds  od  tbe  coast  ol  North  Carolluai  tbe  two  bodka  of  water 
whlcb  tbe  Niagara  River  ooDDecta:  a  river  which  borders  od  Mevada;  tha  river  an  wblcb  Omaha  Is 
altuated.  3.  (a)  Mame  the  capital  ot  each  of  the  foUowlDg-Damed  Blalea  (or  Territories,  U  aoy): 
Washington,  UlcUgaD,  AikaDsas,  Maryluid,  Uassacbusetts;  (b)  Kame  the  most  populous  dC;  In  each 
ol  the  follotrlng-nanied  States  (or  Territories.  It  any):  Fermiylvanla,  Oregon,  Vermont,  Loolslaiia. 
Illinois.  4.  In  what  Stale  (or  Terrllory,  II  an;)  Is  each  ol  the  followlDg-named  i^onilDent  cities  looaled: 
Ashevllle,  Trinidad.  Atosterdam,  Flndlay,  Lyochburg,  Sedalla,  Walla  Walla,  Keene,  Macon.  Superior. 

Seventh  Subject— Beadli^  Addnssea  (Poata]).— Ttiis  exercise  consists  of  tbe  reading  of  a  nimiber 
ol  written  addresses,  which  are  photallthographwl  on  one  sheet.  A  second  sheet  Is  furnished,  which  con- 
tains the  same  addresses,  these  addresses  being  printed  and  containing  errors  or  amission,  substltutlOD,  or 
Insertion.  The  competitor  Is  required  to  indicate  the  errors  In  each  prlnMd  address  by  undersmrlng  with 
n  r — ".  "••",  any  portion  of  a  printed  address  which  Is  not  a  correct  copy  of  the  written  addrras 

and  by  a  caret,  thus.  A,  any  omitted  words,  figures,  ar  Initials.  Wards  abbreviated  In  tbe  written  address 
but  printed  In  full  In  the  printed  address,  areragordedascorrect.  If  the  correct  words  are  printed.  DIlTer- 
eacealnpuDCtUBtlonorcapilsIitatlonatenot  regarded  as  errors.  The  time  allowed  will  bellmlted,  and  the 
rating  will  be  determined  on  accuracy  oidy. 

The  following  are  lllostratloas  of  tbe  method  which  should  be  pursued  In  Indicating  errors: 

WniTTEN  ADDRESS-CORBECT. 


Qt^ 


ERRORS  NOTED. 


WRITTEK  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  KOTED. 

Major  A  A.  T^Chandler, 

Fort  Thompeon,  Alden  County,  Alabmna. 
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■THmD-ORADB  KXAMDTATIOM. 

1.  Speluno:  Twenty  Bimple  words  in  ordintuy  use.  2.  Aritrhetic:  Embmceo 
EulditioD,  Bubtmction,  multiplication,  &nd  division  of  whole  numbers  and  of  United 
States  money.  8.  Lbtteb  writino:  Test  in  the  nee  of  the  English  language  for 
buaiaes  coneBpondence.  4>  FsNUANaHip:  Marked  on  legibility,  rapidity,  aeataesa, 
and  genei&l  fippeM«nce.  6.  Copyino  prok  plain  copy:  An  exikct  copy  of  &  few 
printed  lines,  in  competitor's  handwriting.    6.  Experience. 

The  followii^  questions  and  t«sts  which  have  been  used  indicate  the  general  char- 
acter of  these  subjecW: 

First  SuIijMt-SpcllliiE^-Spellliig  Is  dlatated  b;  the  eiamlDer.  The  words  are  written  by  the  com- 
petllor  In  the  blank  spac«9  Indicated  on  tbt  first  sheet  of  the  examlnstloD.  All  words  should  be  oom- 
menced  with  capital  lellers.  The  emmlner  pronounces  each  word  and  gives  lis  definition.  The  cewn- 
petlCor  la  required  to  write  only  the  word  and  not  lla  deSnltlon. 

Suf''  A  sweet  subatauce  made  Irom  the  Juice  of  Che  sugar  caae.  Pltdge;  Something  given  as  murltr. 
Quiltr;  One  who  has  ehsiige  ol  money  In  a  bank,  flfw-'  ^  mark  representing  a  number.  Ourylnf.- 
Couve; lug  or  transporUug  lu  any  way.  BrnuUIL-  The  measure  from  side  to  side.  Sluel:  The  amount  ol 
paper  made  In  one  bod;  or  piece:  as,  a  sheet  of  paper.  Eatilji;  la  an  easy  maouer.  FnintitT:  The  border 
or  Umlta  of  a  country.  Pailtnct:  The  stale  or  quality  of  being  patient.  Ovai:  The  aetolgues^g;  as,  to 
guesa  at  one's  weight.  TtreiiL-  The  act  of  tbrealeolog;  as,  to  make  a  threat.  Dlanumi:  A  precious  gen. 
Vltik  To  go  to  see;  as,  to  visit  a  friend.  Hcpalr:  To  mend  or  make  over;  as,  U>  repair  clothes.  Ptojili: 
The  body  ol  persoos  composing  a  nation:  as,  the  American  people.  Sijulri;  To  b»  in  need  ol:  as,  to 
require  money.  GreOK:  Soft  animal  M.  Aruvir:  To  reply  to;  as,  to  answer  a  letter.  £iu<:  To  live;  as, 
to  aiist  Id  poverty. 

Second  Subject— AiltlunMle.— In  solving  problems  the  proceases  should  be  not  merely  Indlcalod, 
but  all  the  Ogurea  necessary  In  solving  each  problem  should  be  given  In  lull.  The  answer  to  each  problem 
should  be  indleatnd  by  writing  "Ans."  atlsr  It. 

1.  (This  question  will  consist  ol  a  short  column  of  Dgnrea  to  be  added.)  2.  Divide  2,40g,SSg  by  4,732.  8. 
UultlplyS,M3bySl]8,andtbensubtract88,T4e.  4.  Amecchant,wbospentras,boughtG$poundsa[butter 
at  3Qc«nts  per  pound,  84  barrels  ofapplcs,  at  t2.2&  per  barrel,  andspent  the  remainder torcoOee.  Howmuch 
did  he  spend.for  cotleeT  S.  During  the  month  o(  August  450,000  bushels  ol  wheat  were  shipped  from  a 
certain  port.  During  September  S7,9ij0  more  bushels  were  shipped  than  during  August.  What  was  tha 
total  number  of  bushels  shipped  hi  the  two  monttis. 

Tblrd  Subject—Letter  WrlUng.— Theoam|wtitorlspermltl«d  lo  write  on  dUier  one  of  two  subJeclB 
given,   the  following  subject  has  been  used: 

Write  a  latter  containing  not  lass  than  100  words  stating  some  o'  the  advantagsa  now  derived  by  mankind 
Irom  the  art  of  prhiting.  This  exercise  Is  designed  chiefly  to  teat  tha  competitor's  skill  In  simple  English 
composition.  In  rating  the  letter  Its  errors  in  form  and  address,  In  spelling,  capltalltatlon,  punetuatioD, 
syntax,  and  style,  and  its  adherence  to  the  subject  will  ix  considered. 

FoDTtli  Subject— Penmanslilp.— The  rating  on  penmanship  will  be  determined  by  Icf^blUty, 
rapidity,  neatueas,  and  general  appearance,  and  by  correctness  and  uniformity  In  the  formation  of  words> 
letters,  and  punctuation  marks  !□  the  exercise  of  the  Bfth  subject— copying  from  plain  copy.  Mo  pa> 
tlcular  style  of  penmanship  Is  preferred. 

fWtli  Subject— Copying  trom  Plain  Copy.— N.  B.— Faragr^h.  speQ,  cqiltaUie.  and  punctuate 
precisely  as  In  the  copy.    A II  omissions  and  mistakes  will  be  taken  hito  consideration  In  rating  thissubject. 

Matian  aactuirUtm  copj  of  Ibe  fttloalnf: 

Tbe  present  postal  policy  Is  to  carry  newspapers  In  some  cases  free,  and  In  all  other  cases  at  much  lower 
rales  ol  postage  than  Is  charged  for  letters;  the  one  being  for  the  public  weal,  while  the  other  la  for  private 
le  telegraph  becomes  a  part  of  tbe  service.  It  will  still  be  the  duty  ol  the  Department  to  trans- 
'  ^ie  press  at  much  lower  rates  than  for  private  Individuals. 


As  soon  aa  practicable  after  an  examination,  the  papers  of  the  compedtors  are  rated 
and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  bU.    The  following  is  a  brief  outline  of  the  rules  for  tatdng: 


1.  For  each  error  In  spelling  when  tbe  eienlse  consists  ol  20  woids 

2.  Tor  each  error  In  capllalliatloQ 

3.  For  each  failure  to  use  or  for  each  wrong  use  of  tbe  hyphen  and  for  each  improper  division  of  a 

word  Into  a  compound  word  when  required  to  be  written  solid....- 
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dednot — 

1.  Foi  each  wrong  proosn,  produolng  IncnTTwt  nauU,  In  proportion  to  the  number  ol  lUpa  In- 

volved and  gravltjor  error 10  to  100 

2.  For  decimal  enoc  and  lOreach  evasion  ola  decimal  or  commoD  [ractlon  test 25 

3-  For  each  error  in  computnCion  or  In  copying  (rom  the  printed  question  or  From  worlf ,.,......  10 

4.  For  minor  errara,  sucb  aa  wnag  Indication  ol  acorrEct  procesB,  Incoirect  or  iDconBJatent  pimctu- 

stloD,  improper  use  of  Bymboli  of  deslgniitlon,  Improper  or  Incorrect  deslgaaClon  ol  a  partial 

or  final  raault,  etc 5  to  10 

5.  Forlailure  to  atiow  work  aa  required  Id  solution  ol  problems 25  to  75 


In  rating  the  letter,  lu  errors  In  form  and  addnss,  lu  spelllug,  capitallcBllan,  punctuatioD,  ayntsi,  and 
style,  aad  Its  adherence  to  and  treatmoDt  of  the  subject  given  are  conaldered,  and  Iti  valine,  in  the  Judg- 

In  determining  the  rating  Cor  letter  writing  It  Is  proper  lor  the  examiner  tu  be  guided  In  a  general  way  by 
tha  (bllowing  scheme:  Eieellenl.BStotltl;good,9IHo  80;  fair.  80  to  70;  ordinary,  70  tfl  80;  poor,  60  to  50;  very 
poiH,  60  to  25;  practically  worthless,  25  to  0. 


In  general,  in  addition  to  conciseness  «nd  completeness  oF  the  summary,  the  same  element:  nlll  be  con- 
sidered In  rating  this  subject  as  are  considered  In  rating  letter  writing,  and  the  ratings  will  be  detarmlDed 
upon  practically  the  same  ba.ils. 

rapidity,  neataesa,  and  general  appearance,  as  well  as  correctness  and  uniformity  In  the  lormatloa  of  words, 
1ettera,andpunctiiatlonmarka,areconsidered,andlt  is  proper  for  examiners  to  be  guided  In  a  general  way 
by  the  following  scheme:  Excelleat,03  to  SJ;  very  good, 85  to  SD;  good ,  SO  to  76;  ordinary,  76  to  7(^  poor, 
70  to  65;  very  poor,  65  to  SO;  below  the  grade  of  "  very  poor,"50tfl  10, 

RULES  FOB  BATINO  COPTHiQ  FBOU  PLATO  COH.  From  109 

deduct— 

1.  For  each  word  or  figure  omitted,  repeated,  substituted,  or  Improperly  Inserted 5 

3.  For  cacb  error  In  spelling,  for  each  transposition,  for  each  abbreviation  not  In  the  copy,  for  each 
failure  to  cBpltallce  according  to  copy,  for  each  failure  to  punctuate  according  Ui  copy,  for 
each  failure  to  Indent  margin  as  In  copy,  for  each  error  In  paragraphing,and  for  Irregularity  bi 
left-hand  margin 6 

3.  Far  each  mlsdlvlslon  of  a  word  at  the  end  of  a  line,  for  each  amission  or  Improper  use  of  the 

hyphen  In  dividing  a  word  at  the  end  ol  a  line,  for  each  word  altered.  Interlined,  or  canceled, 

4.  For  any  other  deviation  from  copy  not  covered  by  the  fort^lng,  charges  are  made  in  the  dlscre- 

BULES  lOB,  BATDiQ  COPHNO  AND  COBBECTINO  MANDSCEIPT,  tlBST  QBADE.  From  100 

deduct— 
1.  For  each  error  In  spelling  (only  one  charge  to  be  made  tor  tberepeated  misspelling  of  the  same 
word  In  the  same  manuer);  for  each  error  In  syntax  (no  charges  to  bo  made  for  coasequen- 


essentlal  change  In  meaning;  lor  failure  to  write  any  transposition,  insertion,  or  Inclosure  as 
Indicated;  for  restoring  a  word  or  words  canceled  Id  the  copy  (only  3  (o  be  charged  for  re- 
storing any  group  of  words  canreled  together  In  copy);  for  each  Important  word  omitted  from 

a  phrase  or  other  group  of  worda 3 

2-  For  maklDg  any  transposition  of  a  word  or  group  of  words  not  Indicated;  for  each  abbrevia- 
tion; lor  Irregularity  In  left-hand  margin  (In  each  of  the  three  esses  Indicated  according  to 
gravity  of  error) 1  lo3 

3.  For  writing  part  of  the  exerolse  and  then  commeikcing  again;  for  signing  name S 

4.  For  each  change  In  tense  or  numlier  which  does  not  result  in  an  error  of  syntax  or  radical 

change  In  meaning  (only  one  charge  to  be  made  lot  a  consistent  sequence  of  changes);  for  each 
word  omitted,  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  test  or  cause  ao 
essential  change  In  meaniuff;  for  each  error  in  capitatiiation,  punctuation.  Indentation,  para- 
graphing, or  In  division  of  wards;  for  each  omission  of  the  hyphen  or  lor  placing  It  at  the 
beginning  of  the  line  instead  ot  at  the  end  of  the  preceding  line  (total  charges  in  either  case 
not  to  exceeds];  for  stenographic  periods  (only  one  charge  In  exercise);  for  each  blot, each 
word  Interlined  or  canceled,  each  alteration  or  erasure  l(  not  neat  (not more  thanStobe 

portant  word  from  [dirasea  or  other  groups  of  words  tor  the  omission  or  InsertloDol  a  stroke 
In  a  letter  1 

E.  For  parapbraslug  the  language  ot  tbe  text,  according  to  gravity  of  error  S  to  loa 
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In  rating  this  eubiect  each  answer  Is  rated  In  the  Jadgment  of  the  eiamlneiB  according  to  its  Talue  on  a 

WhCD  the  question  requlrea  In  Che  answer  a  BpeclQed  number  ol  Slates,  couD  tries,  cities,  rlveis,  or  bodies 
ot  waters,  etc.,  and  the  anawercontalnaBjrealerauinber  than  is  required  by  the  queatlon,  each  Incorrect 
part  or  point  shall  becbai^dtlie  vaiae  ol  a  required  pari. 


The  rating  on  this  subject  is  Tor  accuracf  onlg.  A  cbarge  ot  2  is  made  tor  each  error  or  amission  In  Doting 
the  errors  on  the  printed  abeel  wheti  compand  with  the  cotiecl  written  addresses  given.  The  dlflerence 
between  the  sum  of  the  errors  tbus  louad  and  lOO  is  the  rallDg  on  this  subject. 


according  to  its  ti 


:  value  of  a  required  part. 


By  order  of  the  Comj 


^  Pretidenl. 


I 
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UechaDical  tradee  and  dmllar  portions  in  the  Ordnance  Department  at  large,  the 
Engineer  Department  at  Large,  and  other  btanchea  of  the  eervico. 

The  position  of  unskilled  laborer  in  Pittaburg,  Allegheny,  and  Philadelphia  Pa., 
and  vicinity. 

4.  All  civil-service  work  pertaining  to  the  above-named  poeitionB  is  under  the 
direction  of  a  district  secretary,  subject  to  the  enpervision  of  the  United  States  (Xvil 
Service  CommisBion.  The  address  of  the  district  secretary  is  "Secretary,  Third 
Civil  Service  District,  Poet  Office,  Philadelphia,  Pa." 

5.  For  information  concerning  vacancies  in  any  Federal  office,  inquiry  should  be 
made  of  the  official  in  charge  ot  the  office. 

HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  positiona  covered  by  thia  publication  are  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Per- 
aonswhowishto  takeany  of  the  examinations  described  should  follow  the  directJooB 
contained  in  this  pamphlet.  In  writing  for  application  forms  or  for  information  the 
name  of  the  examination  desired  should  always  he  stated.  The  application  form 
when  received  should  be  carefully  filled  out  in  aci^ordance  witb  the  instructions 
printed  thereon  and  mailed  without  delay  to  the  Secretary,  Third  Civil  Service 
District,  Philadelphia,  Pa.  If  the  application  is  received  by  the  district  secretary 
within  the  period  prescribed  for  the  receipt  of  applications,  and  the  applicant 
is  found  to  be  entitled  to  the  examination  requested,  a  card  wilt  be  sent  to 
him  admitting  hira  to  the  examination  if  a  mental  test  is  required.  If  an  aven^ 
percentage  of  70  or  more  is  attained  in  the  examination  (65  or  more  in  the  cases  of 
persona  honorably  discharged  from  the  United  States  military  or  naval  service  for 
daahUity  incurred  in  the  line  of  duty)  the  applicant  becomes  an  "elifi^ible"  (that  is, 
eligible  for  appointcnent  when  reached  in  the  order  of  his  standing)  and  his  name  is 
placed  on  a  "register  of  eliplbles."     (See  sec,  153,  p.  21.) 

7.  The  time  of  filing  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register,  as  when  two  ellgiblea  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  r^ist«r  ahead  of  the  other. 
It  b  therefore  advisable  for  applicants  to  file  their  applications  ae  soon  as  possible 
after  the  receipt  of  the-blank  application  forms. 

8.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to  give 
their  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  AppH- 
cants  should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
office  addresses  (city,  street,  and  number)  given  in  full,  A  number  of  applications 
fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached- 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  dis- 
trict secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination: 

(a)  That  be  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 
(See  sec.  14.) 

{b)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limit.    (See  sec.  21.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity;  tnbercnlosisi  paralyoie; 
epilepsy;  blindness;  lossofbotharms  or  both  legs;  lossof  armandlei;;  bad ty  crippled, 
or  deformed  hands,  arms,  feet,  or  Ic^;  uncompensated  valvular  disease  of  the  heart; 
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locomotor  ataxia;  cancer;  ftnght'B  disease;  disbetea;  or  is  othenriee  phydcally  dls- 

qoalifed  for  the  service  which  he  seeks. 

(d)  That  he  is  addicted  to  the  habitaal  use  of  intoxicating  beverages  to  excess. 

[«)  Tbat  he  is  eDtisl«d  in  tbe  United  States  Army  or  Navy  and  has  not  secnred 

peimianoa  for  his  examinatiun  from  the  Secretary  of  War  or  the  Secretary  of  the 

Nary,  reepeclively.    (Written  permission  must  be  filed  with  the  formal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 

which  he  again  desires  to  apply.    This  restriction  shall  not  apply  to  persons  who, 

havinti  taken  one  annnal  examination,  deeire  to  take  the  next  annual  examination, 

althongh  a  full  year  may  not  have  elapsed. 

(g)  Tbat  he  has  been  dismissed  from  the  Federal  service  for  delinquency  or  mieotoi- 
duct  within  one  year  preceding  the  date  of  his  application.  Whether  or  not  aa 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  (Kamiaaed 
from  the  service  rests  with  the  Commission,  and  each  case  of  this  charact«r  will  be 
considered  on  its  individual  merits. 

{k)  That  he  has  failed  after  probation  to  receive  absolate  appoiatment  to  the 
position  for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration 
of  his  probationary  service.    (See  sec.  163.) 

(i)  Tliat  he  has  made  a  false  statement  in  his  application,  or  has  been  gnilty  ot 
fraud  or  deceit  in.  any  manner  connected  with  his  application  or  examination,  or  has 
been  gnilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

(j)  That  he  has  been  discharged  for  desertion  from  the  military  or  naval  service  of 
the  United  BMm  under  section  1998,  Revised  Butntes. 

DEAF-MUTES. 

10.  The  Pmddent,  on  April  7, 1909,  issued  the  following  executive  order  in  regard 
to  the  admission  of  deoi-mntea  to  civil-service  examinations: 

tMsf-mntea  mnj  be  admitted  to  eismlnatloaB  for  ell  places  in  the  cloralfled  civil  service  of  tbg 
United  States  wboaa  dntles.  la  tbe  opinion  of  the  beads  ol  tbe  eeveral  executive  deinrtmeata.  the; 
may  be  conddered  capable  of  performing,  and  each  department  will  furnish  to  the  Civil  Servloe 
CommlasloD  a  list  of  such  pOBHioas,  which  list  shall  not  he  changed  without  previous  notice  to  the 
Commiaaion  and  in  accordance  with  which  tbe  (^ommisdon  shall  certify  or  withhold  from  ceniflca- 
tloQ  deaf-mates  m  tbey  are  reached  In  their  order. 

Form  1786,  containing  a  list  of  examinations  to  which  deaf-mates  will  be  admitted, 
will  be  Bent  upon  request. 

PREFERENCE  IN  APPOINTMENT. 

11.  Bectioa  1754  of  the  Revised  Statutes  provides  that  persona  ixuKMably  dis- 
charged from  the  military  or  naval  service  bgTeagon  of  duabiliiy  reciting  fittm  vwmdi 
received  or  tictneu  iruwrred  in  the  line  of  duly  shall  be  preferred  for  appointments  to 
the  civil  offices,  provided  ttiey  are  fotmd  to  possess  tbe  business  capacity  neceesarjr 
for  the  proper  discharge  of  the  duties  of  such  offices.  A  person  who  has  been  allowed 
preference  by  the  Commiasion  has  tbe  following  advant^res:  (<t)  He  is  released  from 
■ill  age  limitations;  [b)  he  has  to  attain  an  aven^  percentage  of  only  65  to  be  eligible, 
while  for  all  others  the  average  percentage  required  is  70;  (c)  having  attained  an 
iTorage  i)eroentage  of  6S,  his  name  is  placed  on  tbe  roister  above,  and  is  certified 
before  all  others  who  have  not  been  allowed  preference;  and  (d)  he  is  released  from 
.he  law  and  rules  relating  to  apportionment  of  appointments.  (Appointments  ont- 
ide  of  Washington,  D.  C,  are  not  apportioned.)  If  on  the  same  register  the  names 
if  more  than  one  preference  claimant  appear,  the  name  of  the  claimant  having  the 
Ltgheat  average  percentage  will,  of  course,  head  the  list.  Preference  imder  this  seo- 
ion  doee  not  apply  to  promotion  examinations  or  to  ezaminataons  for  the  I^iiUppIne 
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OTHER  GENERAL  INFORMATION. 

12.  Many  appliranta  fail  to  execute  their  applicatione  properly  or  fail  in  theexuni- 
lationa  not  through  a  lack  of  knowledge,  but  largely  through  haste  and  careleseneee 
ii  reading  and  interpreting  questiona  and  in  writing  the  answera.  In  filling  out  the 
ipplication  great  care  should  be  exercised  to  comply  with  every  requirement.  In 
the  eiaminationa,  while  competitors  must  complete  their  work  within  a  prescribed 
period,  the  time  allowed  ia  ample  for  the  careful  consideration  of  every  question 

13.  Undei  section  28  ol  the  Ciltnlnal  Code  of  the  United  States  any  laise  statement 
In  an  application,  alteiaUon  of  a  voaclieT  or  ceitlflcate,  at  the  ptesentatloti  to  the  Com- 
misBloD  of  anr  snch  paper  Is  a  vlolatioii  ol  the  law.  A  nmnbet  .of  oouvictlonB  ol 
^sons  Eollty  under  the  Gtatnle  mentioned  have  been  secured. 

14.  All  applicants  must  make  oath  in  their  applications  to  their  United  States  citi- 
EeDship  or  allegiance.  In  the  caee  of  a  foreign-bom  citizen  citizenship  must  be  fully 
proved  in  one  of  the  following  ways: 

(a)  If  naturalized  directly,  the  applicant'B  final  certificate  of  naturalization  must 
tie  sabmitted.  If  the  certificate  is  iesued  in  a  name  which  differs  in  any  particular 
From  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
prove  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certificate 
ivaa  issued  by  submittiug  the  affidavits  of  two  disinterested  citizens  to  the  effect  that 
the  applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 

(b)  If  naturalized  by  the  naturalization  of  a  pareat  duriag  applicant's  minority, 
Bnal  naturalization  certificate  of  such  parent  must  be  submitted,  together  with  affl- 
iavits  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 
person  so  naturalized. 

(c)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  mairii^ 
to  a  naturalized  citizen,  the  marriage  certificate  or  other  satisfactery  proof  of  mar- 
riage, accompanied  by  the  final  naturalization  certificate  of  the  husband,  most  be 
submitted. 

(d)  It  naturalized  by  marri^e  to  a  native  American  citizen,  the  marriage  certifi- 
cate must  be  sabmitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens 
that  the  husband  (the  name  te  correspond  to  that  shown  in  marriage  certificate)  is  a 
Dative  citizen.  Such  affidavits  should,  if  possible,  show  place  and  date  of  the  bus- 
band's  birth, 

(e)  If  the  applicant  is  the  child  of  American  citizens  temporarily  resident  abroad 
at  the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citi- 
sens  to  the  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship 
must  be  proved  as  in  (6)  above. 

(/)  If  the  applicant  has  been  honorably  dischai^ed  from  the  R^nlaror  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
tie  may  be  admitted  to  citizenship  npon  filing  petition  with  the  proper  court,  as  pro- 
vided by  section  2166,  Revised  Statutes. 

(g)  If  the  applicant  has  been  honorably  discharged  from  the  United  States  Navy 
!Lfter  a  service  of  five  consecutive  years,  or  after  one  enlistment  in  the  United  States 
Uarine  Corps,  he  may  be  admitted  to  citizenship  upon  filing  petition  with  proper 
court  as  provided  by  Twenty-eighth  Statutes  at  Large,  page  124. 

15.  An  application  from  a  foreign-born  person  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  tje  canceled.  A  declaration  of  intention  to  becomea 
citizen  will  not  be  actepted  in  lieu  of  a  certificate  of  naturalization.  When  the  original 
oaturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  the  court  aredeetroyed,  a  new  certificate  should  be  obtained, 

16.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination  it  is  not  necessary  to  file  such  proof  with 
9,  subsequent  application,  but  he  should  state  in  such  application  the  kind,  date,  and 
place  of  examination  in  connection  with  which  he  has  furnished  proof  of  citizenship. 
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IT.  The  CommiBaioti  ia  not  responsible  for  dela;  in  the  receipt  of  applications. 

ApplicatioDH  eent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing 
ta  spplication  is  not  filing  it,  and  applicationa,  whether  sent  by  mail  or  otherwise, 
an  not  accepted  unless  a<;tually  received  by  the  district  secretary  within  the  time 
limit  preecribed  for  the  examination  desired. 

IS.  Persona  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, ehould  keep  the  diMrict  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination, 

19.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petiiorsarenotiBedof  theiraveragesassoonas  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gtuned  by  writing  to  either  the  district  secretary  or  the  Commission 
to  expedite  the  rating. 

20.  The  dvil-aervice  act  provides  that  whenever  there  are  two  or  more  members  of 
a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member  of 
BUchfamily  shall  beeligibleforappointmentto  any  of  the  said  grades.  The  Attorney 
General,  on  May  25, 1907,  rendered  an  opinion  that  where  two  or  more  members  of  a 
family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service  act  the 
Commission  is  authorized  and  required  to  withhold  from  certification  the  name  of 
any  other  member  of  such  family.  If,  on  inspection  of  an  application  for  examina- 
tion, it  is  fonnd  that  two  or  more  members  of  the  applicant's  family  are  in  the  service, 
the  applicant  will  be  admitted  to  ezamina^on  if  found  otherwise  eligible,  hut  his 
name  will  not  be  certified  for  appointment  so  long  as  two  or  more  members  of  his 
family  are  in  the  service. 

21.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  he  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certdn  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  ezaminaljon  is  from  the  age  of  20  to 
the  age  of  40  years,  he  will  he  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  hia  fortieth  birthday.  (See  sec.  9-6.)  The  t^ 
limits  for  all  examinations  are  waived  in  the  case  of  persona  honorably  discharged 
from  the  United  States  military  or  naval  service  hy  reaion  of  dualnlity  raulting  from 
wounds  received  or  gichieta  incurred  in  the  line  of  duly. 

22.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  wtien,  in  its  judgment,  a  siifiicient  number  have  been  distributed  or 
received. 

23.  If  the  needs  of  the  service  make  such  action  desirable,  the  Commisaion  may 
postponeorcancelan  examination.  When  an  examination  is  postponed  or  canceled, 
pereons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examination  is  to  he  held  will  be  sent  as  soon  as  the 
date  is  determined. 

CrviL-SERVIOE  SCHOOLS  AND  INSTITUTEa 

24.  The  Commission  has  no  connection  with  any  civil-service  school  or  inatitnte 
doing  business  by  correspondence  or  otherwise,  and  baa  no  information  to  fnmiah  in 
regard  to  such.  Their  representatives  are  not  permitted  to  inspect  the  examination 
papers  of  competitors.  Authentic  information  in  regard  to  examinations  may  be 
obtained  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
tary and  without  coat 
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FIB8T,  SECOND,  AND  THIRD  ORADE  EXABflNATIONS. 

SS.  For  podtioDS  in  field  branches  of  the  service  which  require  a  mental  test  but 
do  not  require  technical  qnalificationa,  examinations  of  three  grades  or  degrees  of 
difficulty  are  held,  namely: 

Mrat  grade,  or  clerical. 

Second  grade,  or  minor  clerical. 

Third  grade,  or  snbclerical. 

26.  Sllelbles  on  the  first  and  third  trade  legislers  will  be  certlfled  lor  fllllng  vacan- 
cies as  they  may  occur  in  any  hranch  of  the  Held  serrioe  In  positions  covered  by  the 
grade  of  examination  tliey  have  passed.  (See  rales  Eoverninc  certifications,  p.  21.) 
Applicants  for  the  flist  and  third  grade  examinations  should  therefore  apply  for  "all 
■erriceG  "  in  theli  applications,  unless  theie  are  one  or  more  services  in  vhlch  they 
will  not  accept  appointment.  In  this  event  they  should  specifically  ennmeiate  in  their 
cpplioatlons  the  services  in  which  appointment  is  NOT  desired  in  order  that  their 
names  maynot  be  certified  for  those  services.  The  second-pade  examination  is  given 
for  the  positions  of  clerk  and  caniet  in  the  Post  Office  Service,  and  seId<Hn  for  any 
other  positiciis. 

27.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
ia  or  ia  not  desired  must  be  made  in  writing;  otherwise  no  change  will  be  inade. 

28.  Apersoncanuoibeesaminedfor  more  than  one  grade  of  positions  on  the  aame 
date  or  dutii^  the  same  series  of  examinations.  A  request  for  a  change  in  the 
grade  of  examination  desired  by  an  applicant  most  be  made  in  writing  and  be 
received  by  the  district  secretary  on  or  before  the  date  set  for  the  close  of  the  receipt 
of  applications;  otherwise  no  change  will  be  made. 

THE  FIRST  GRADE,  OR  CLERICAL,  EXAMINATION. 
(For  description  of  examination,  sample  questions,  etc.,  see  pp.  24  and  25.) 

29.  The  minimumage  limit  iorthis  examinationis  18  yetU6;  there  is  no  maximom 
age  limit 

30.  Amplication  Form  1371  is  required. 

31.  This  examination  ia  given  for  the  positions  of  aaidstant  weigher  and  day  inspec- 
tor (except  at  the  port  of  Philadelphia),  clerk,  inspectress,  storekeeper  (classed  as 
clerk),  deputy  officer,  ganger  and  sampler  in  the  Oustomhouee  Service;  clerk,  office 
deputy  collector,  division  deputy  collector,  ganger,  storekeeper,  and  storekeeper- 
ganger,  in  the  Internal-Revenue  Service;  weight  clerk,  timekeeper,  copyist,  and 
Btoreman  in  the  navy  yard  and  naval  stations;  the  position  of  office  deputy  United 
States  marshal,  and  clerical  positions  requiring  similar  qualifications  in  the  services 
named,  and  other  field  branches.  Persons  desiring  examination  for  any  of  these 
poations  should  apply  for  the  "First-grade,  or  Clerical,"  examination. 

32.  This  examination  wiU  be  held  annually  on  the  first  Saturday  in  February  at 
the  following-named  places,  except,  where  the  number  of  eligibles  on  the  re^ster  in 
any  case  is  sufficient  to  meet  the  needs  of  the  service,  the  examination  for  that  place 
will  be  postponed  until  the  next  succeeding  year; 


Delaware: 


New  Jersey : 

AUantic  City. 

BridgetoD. 

Camden. 

Perth  Amboy. 

Trenton. 
Fenusylvania: 

Atlentown. 

Altoona. 

[MDbt.] 


Pennsylvania — Con  tin  ued. 
Cbambersburg. 
Dubois. 
Erie. 

Uarrisbarg. 
Kittanning. 
Lancaster. 
Lebanon. 
Oil  City. 
Philadelphia, 
Pittsburg. 


Pennsylvania — Continued. 
Reading. 
Scranton. 
Sharon. 
Towanda. 
Uniontown. 
Warren, 
Wilkes- Bamt. 
Williamsport. 
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33.  Application  blanks  may  be  secured  between  the  Ist  of  October  and  the  Sd  of 
Jannary,  either  from  the  local  aecretariee  at  the  poet  offices  or  the  cuatomhonsefl 
in  the  cities  named  or  from  the  Secretary,  Third  United  States  Civil  Service  District, 
post  office,  Philadelphia,  Pa.  To  receive  consideration  for  the  February  exam- 
ination, applicationa  must  be  filed  with  the  district  secretary  at  Philadelphia  not 
later  thiui  the  hour  of  oloaing  bnslness  on  Jannary  2.  Applicationa  received  after 
the  time  specified  will  not  be  accepted. 

34.  Should  it  become  neceeaary,  to  meet  the  neede  of  the  service,  to  hold  exami- 
nations at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annual  examination  in  February,  due  announcement  of  such  extra  examinations 
will  be  made  in  the  public  press. 

35.  A  person  who  has  passed  the  first-grade  examination  for  field  services  can 
not  take  the  same  examination  within  approximately  one  year  of  the  date  ot  the 
examination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
another  city.     (See  sec.  9-/. ) 

36.  A  person  who  fails  in  the  examination  may  take  ttie  next  examination  r^;ard- 
lees  of  the  time  intervening. 

THE  SECOND  GRADE,  OR  MINOR  CLERICAL,  EXAMINATION. 
(For  description  of  examination,  sample  questions,  etc.,  see  pp.  24  and  26.) 

37.  Tbiaesamination  is  given  for  the  positions  of  cla'k,  and  carrier  for  city  delivery, 
in  the  Post  Office  Service,  and,  infrequently,  for  minor  clerical  poeitlone  in  other 
services.  Full  information  concerning  the  Post  Office  Service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  10  to  14,  incluaive. 

38.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  ot  services 
other  than  the  post  office,  they  will  be  filled  by  examination  consisting  of  the 
second-grade  subjects  as  shown  on  page  24,  omitting  the  test  in  reading  addresses, 
and  with  the  addition  of  such  other  tests  as  may  be  deemed  necessary.  Such 
examinations  will  be  held  only  when  eligibles  are  needed  and  will  be  duly  announced 
in  the  pnblic  press. 

THE  THIRD  GRADE,  OR  8UBCLERICAL,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  pp.  24  and  28.) 

39.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 
^e  limit 

40.  Application  and  examination  Form  1800  is  required. 

41.  This  examination  is  given  for  the  portions  of  attendant,  foreman,  and  night 
inspector  in  the  Customhouse  Service,  and  for  messenger,  watchman,  classified 
laborer,  skilled  laborer,  and  positions  requiring  similar  qualifications,  in.  the  service 
named  and  other  field  branches.  (Specific  information  concerning  examinations  for 
the  poedtions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pages  19 
and  20. )  Persons  desiring  lo  become  eligible  for  appointment  to  any  of  these  posi- 
tions, except  elevator  conductor  and  messenger  boy,  should  apply  for  the  "  Third- 
grade,  or  Subclerical,"  examination.  The  term  "skilled  laborer,"  or  "classified 
laborer,"  as  here  used  is  not  intended  to  embrace  the  mechanical  trades,  which  ore 
commonly  referred  to  as  being  skilled  labor.  In  the  sense  in  which  it  is  used  in 
this  pamphlet  it  means  a  person  whose  duties  are  general  and  miscellaneous,  below 
those  of  the  clerical  grade,  usually  below  those  of  the  minor  clerical  grade,  and 
above  the  grade  of  mere  ""■""«!  labor.  In  establishments  of  the  Ordnance  Depart- 
ment at  Large  many  minor  clerical  positioDsaredesignaled  as  "skilled office  laborer," 
which  positions  are  filled  by  second-grade  examination. 

42.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
places  at  which  the  first-grade  examination  will  be  held  as  indicated  in  section  32, 
except  where  the  number  of  eligibles  on  the  register  in  any  case  is  suffident  to  meet 
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the  needs  of  the  service  the  esamination  [or  that  place  will  be  postponed  nntil  the 

next  encceeding  year. 

43.  Application  blanks  may  be  aectired  between  the  lat  of  October  and  tlie  2d  of 
Janoary,  either  from  the  local  gecretaries  in  tho^tiea  named  or  from  the  Secret&ry, 
Third  Civil  Service  District,  Philadelphia,  Pa.  To  receive  consideration  for  the 
February  examination  applications  must  be  filed  with  tbe  district  Becretary  at  Phila- 
delphia not  later  than  the  hour  of  closing  busineas  on  January  2.  Applications 
received  after  the  time  specified  will  not  be  accepted. 

44.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
vacanciesocciirin  third-grade  positions,  for  which  female  eligiblee  are  deared,  exam- 
inations will  be  duly  announced  in  the  public  preCB. 

45.  Should  it  become  necessary,  to  meet  the  needs  of  the  Mrvice,  to  bold  exami- 
nations at  any  of  the  places  named  in  secUon  32,  or  other  places,  on  dates  other  than 
that  of  the  annual  examination,  due  announcement  of  such  extra  examinatiODB  will 
be  made  in  the  public  press. 

46.  A  person  who  has  passed  the  third-grade  examination  for  field  services  can 
not  take  the  same  examination  within  approximately  one  year  of  the  date  of  the 
examination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
another  city,     (See  sec,  9-/. ) 

47.  A  person  who  fails  in  the  examination  nuay  take  the  next  examination 
regardless  of  the  time  intervening. 

4S.  Applicants  for  the  third*grade,  or  subclerical,  examination  must  be  able- 
bodied  and  phymcally  capable  of  performing  manual  labor. 

49.  Male  applicants  for  the  third-grade,  or  snbclerical,  examination,  upon  their 
request  at  the  time  of  taking  the  scholastic  examination,  may  take  the  strength  test 
which  is  ^ven  to  applicants  for  the  position  of  unskilled  laborer,  and  which  consists 
of  lifting  and  shouldering  1 25  pounds  weight.  If  they  pass  the  strength  test  in  addi- 
tion to  the  anbclerical  examination,  it  will  be  noted  on  the  register  as  in  the  natnre 
of  a  qualification.  If  an  appointing  officer  reqoests  certification  from  the  third^rade 
register  of  those  persons  capable  of  performing  heavy  mannal  labor  connected  with 
a  subclerical  position,  certification  will  be  made  from  those  standing  highest  in  the 
educational  examination  who  have  also  passed  the  strei^h  test 

INTERNAL- REVENUE  SERVICE. 

50.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service 
as  follows;  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  store- 
keeper, and  storekeeper-ganger.  Applloanis  should  not  apply  tor  a  speolflo  posltlan 
oT-poBltioiis.    See  sectloas  25,  26,  and  31. 

51.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  be 
eligible  for  appointment  in  the  Internal- Bevenue  Service  in  the  internal-revenue 
district  in  which  such  places  are  located,  as  indicated  below: 

The    fitst   internal-revenue   district  of     The    first   internal -revenue   district    of 

New  Jersey;  Pennsylvania: 

Atiantic  City.  Allentown.                               , 

Bridgeton.  Philadelphia  (Headquarters). 

Camden  (Headquarters).  Beading, 

Trenton.  The   ninth  internal-revenue  district  of 

The   fifth   intcmal-revenne   district  of        Pennsylvania: 

New  Jersey: '  Altoona. 

Perth  Amboy.  Chambersbnrg. 

>  The  fiflli  Intemal-ieveaae  district  of  Nen  Jersey,  with  headquarters  at  Newark,  Inclndea  the 
counties  ol  Bergen,  Bssei,  Budson,  Eunlerdon,  Middlesex,  MoitIb,  Fafsalc,  Somerset,  Sussex,  Union. 
and  Warren.  The  counties  of  Hunterdon.  Middlesex,  Somenet.  and  Warteo  are  In  the  third  dvll  - 
service  district,  the  other  coun  ilea  named  being  In  the  second  clvU-aerrlce  district.  Persons  paning 
the  examlnatioDatPerth  Amboy  will  be  eligible  for  appointment  to  pooltloiuln  the  iDtemal-Bavenua 
Service  anywhere  In  tbe  fifth  Intemal-ieveDue  diatilcl. 
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The  ninth  inteinAl-revenae  district  of     The  twenty-third  internal-revenue  dis- 

FennBj'lyiuiia — Continaed.  trict  of  Pennsylvania — Continued. 

Harriabnif;.  Erie. 

Lancaator  (Headquarters).  Kittanning. 

Jjebanon.  Oil  City. 

"HiB  twelfth  intemal-revennc  district  of  Pittoburg  (Headquarters). 

Pennsylvania:  Sharon. 

Bcranton  (Headqnarteis).  Uniontown. 

Towanda.  Warren. 

Wilkes-Barre.  The  State  of  DeUware: ' 

Williamsport  Wilmington. 
The  twenty-third  internal -revenue  dis- 
trict of  Pennsylvania: 

(For  description  of  examination,  see  p.  24i  for  date  of  examination,  see  sec.  32. ) 
52.  Storekeepers  and  gators  whose  compensation  does  not  exceed  $3  per  diem 

when  actually  employed,  and  whose  aggr^ate  compennation  does  not  exceed  $500 

per  annom,  are  not  sobject  to  competitive  examination. 
63.  The  position  of  me«Beiwer  in  this  service  and  other  positions  requiring  similar 

qualifications  are  filled  from  roisters  established  as  a  result  of  the  third  grade,  or 

Bobclerical,  examination.     (For  description  of  examination,  see  pp.  24  and  28;  for 

date  of  examination,  see  sec.  42.) 

CUSTOMHOUSE  SERVICE. 

54,  The  first  grade,  or  clerical,  examination  is  given  for  positions  in  this  eervice 
aa  follows:  Assistant  w^her  and  day  inspector  (except  at  the  port  of  Philadelphia), 
clerk,  inspectresB,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and  sampler. 

65.  The  third  grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attKidant,  foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer. 

Applicants  lor  first  or  third  grade  ezamlnattons  GhoQld  not  apply  lor  a  specific  post* 
tlon  otposltionB.    See  sections  £S,  26,  31,  and  41. 

66.  The  positions  of  assistant  weigher  and  day  inspector  at  the  port  of  Philadel- 
phia are  usually  filled  by  promotion  or  transfer. 

67.  Examinations  will  be  held  annually  for  custombooaes  at  the  following-named 
places: 

Bridgetcm,  N.  J.  Perth  Amboy,  N.  J.  Httsburg,  Pa. 

Erie,  Pa.  Philadelphia,  Pa.  Wilmington,  Del. 

(For  description  of  examinations,  see  pp.  24  and  28;  for  date  of  examinations,  see 
sees.  32  and  42.) 

68.  Ip  filling  Tacancies  in  the  CDstombouse  Service  certification  will  be  made  of 
the  names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinations  are  held  also  at  sahports  for  the  conveuience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports. 
Vacancies  occurring  in  customhouses  at  snbports  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  subports  in  the  same  customs  district 

1  The  Stale  of  Delaware  1b  in  the  Internal -reveniie  diatrict  of  Maryland,  whlcli  includes  the  Blatea 
of  Maryland  and  Delaware,  the  District  of  Columbia,  and  the  couutlea  of  AccomHC  and  Northampton 
at  the  Stale  of  Virginia,  with  headqnarteis  at  Baltimore.  Persona  paising  the  eiBmlnallon  at  WiL 
mlngton,  Del.,  will  be  eligible  for  appolutment  to  Held  posltlotie  la  Che  lutenial-Revcnue  Service 
anywhere  in  (he  Internal-revenue  district  of  Maryland.  They  will  not,  however,  aa  a  result  of  pasaiog 
the  examination  lor  Seld  poelCions,  be  eligible  for  appointment  to  posltkou  In  the  olSce  of  the  Com- 
mlnlonet  of  Internal  Revenue  In  the  Treasury  Depaitment  at  Waehlngtoo. 
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59.  Examinatioiui  for  the  costomhoaees  At  Burlington,  N.  J.,  E^  Hftrbor,  N.  J., 
Somets  Point,  N.  J.,  and  Tuckerton,  N.  J.,  will  be  held  only  when  eligibles  axe 
needed,  and  dne  announcement  will  be  made  in  the  public  pren. 

60.  ExaminationB  for  the  podtione  of  assayer,  cashier,  chief  or  special  deputy 
collector,  deputy  naval  officer,  deputy  surveyor,  examiner  and  weigher,  are  held 
only  when  eligiblee  are  needed,  and  will  be  duly  annooDced  in  the  public  preaa. 

61.  The  examination  for  opener  and  packer  will  consist  of  the  third-grade,  or  Bub- 
clerical,  aubjecta,  with  a  weight  of  10  per  cent;  experience,  60  per  cent;  and  physical 
abiUty,  30  per  ceut.  Special  credit  will  be  given  for  experience  in  opening  and 
packing  general  merchandise.  Application  and  examination  form  1800  is  required. 
This  examination  will  be  held  only  when  eligibles  are  needed,  and  due  announce- 
ment of  examiiiationB  will  be  made  in  the  public  presa. 

62.  For  moat  poaitiona  of  boatman  a  noneducational  exanioatjon  ia  given.  A  tew 
such  poaitiona  require  also  a  mental  test,  and  in  such  caeee  the  examination  will  con- 
sist of  the  educational  subjects  of  the  third-grade,  or  eubclerical,  examination,  with 
a  weight  of  20  per  cent;  experience,  50  per  cent;  and  physical  ability,  30  per  cent. 
When  no  mental  test  is  required,  the  examination  will  consist  of  the  subjects  of 
experience  and  physical  ability.  When  a  noneducational  examination  is  given 
applicants  are  not  required  to  appear  at  any  place  for  examination.  Application 
and  examination  form  1800  is  required.  This  examination  will  be  held  only  when 
eligiblee  are  needed,  and  due  announcement  of  examinationa  will  be  made  in  the 
public  preffl. 

63.  There  are  no  positions  in  the  Customhouse  Service  in  the  Third  Civil-Serrice 
District  which  are  filled  from  the  second-grade  or  minor  clerical  register. 

64.  In  the  Cuatomhouse  Service  women  are,  nnlcss  otherwise  specified,  eligible 
for  appointment  to  the  following-named  positions  only:  Deputy  collector,  depnty 
surveyor,  clerk,  stenographer  and  typewriter,  inspectreex,  and  cashier. 

65.  At  the  port  of  Philadelphia,  Pa.,  the  entrance  salary  for  clerks  is  $840  per 
annum,  with  a  provision  for  promotion  to  (1,000  per  annum  at  the  end  of  one  year's 
satisfactory  service. 

66.  The  minimum  age  limit  for  all  open  competitive  examinations  for  the  Custom- 
house Service  wliich  inclnde  mental  tests  is  18  years  on  the  date  of  the  examination. 
For  examinations  which  do  not  include  mental  tests  the  minimum  limit  is  SO  yeara. 
There  is  no  maximum  age  limit  for  either  class  of  examinations. 

POST  OFFICE  SERVICE. 

67.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  the  second-grade,  or 
minor  clerical,  examination  is  given.  (For  description  of  this  examination  see 
pp.  24  and  26.) 

68.  Applicants  for  examination  for  appointment  to  the  Post  Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 
the  powtion  or  positions  desired.  (See  sec.  81.)  Application  should  not  be  made 
for  the  "second-grade"  or  "minor  clerical"  examination. 

69.  AppUcation  form  1371  is  required. 

70.  The  minimum  and  maximum  age  limits  for  the  Post  Office  Service  are  18  and 
45  years,  respectively.  The  age  limits  are  wiuved,  however,  in  the  cases  of  persons 
honorably  diechai^ed  from  the  military  or  naval  service  by  reaton  of  diaabiliiy 
resulting  from  wounds  or  sickness  incurred  in  the  line  of  daty. 

71.  Married  women  will  not  be  examined  tor  the  Post  Office  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  sepa- 
rated from  their  husbands  and  support  themselves. 

72.  Applicante  for  the  Post  Office  Service  are  required  to  he  physically  sound  and 
in  good  health.  The  Post  Office  Department  has  advised  the  Commission  that  no 
person  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
to  the  position  of  carrier  in  the  Post  Office  Service:  Hunchbacks;  peiaons  havii^ 
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defective  hearing,  sight,  or  speech;  persona  blind  in  one  eye;  one-armed,  one- 
handed,  or  one-legged  pereona,  or  those  having  crippled  arms  or  le^  or  thoae  Buf- 
fering from  aethma  o>'  hernia.  Theee  defects  will  also  debar  a  person  from  appoint- 
ment to  the  position  of  clerk  in  the  Post  Office  Bervice,  except  that  deaf-mnt«B  and 
persons  with  defective  speech  or  hearing  may  be  appointed  to  the  posilionB  of  mul 
derk,  distributer,  and  directory  and  forwarding  clerk.  Appllcatione  from  persons 
who  we  not  entitled  to  examination  on  account  of  phyaical  defects  will  be  canceled. 
(See  sec.  0~C  for  phyelcal  defects  which  will  debar  persons  from  any  examination. ) 

73.  Male  applicants  must  measure  not  iesa  than  5  feet  4  inches  in  height  in  bare 
feet,  and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight 

74.  Unless  otherwise  speciSed,  applicants  for  portions  in  the  Post  Office  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

75.  Examinations  for  the  following-named  first-claaa  offices  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year,  as  indicated,  if  the  needs  of 
the  service  bo  require.  City  delivery  service  has  been  established  at  these  offices, 
and  Uieir  force  includes  both  clerks  and  city  carriers: 

Allegheny,  Pa.  (Saturday).  MeodviUe,  Pa.  (Saturday). 

Allentown,  Pa,  (Wednesday).  New  Brunswick,  N.  J.  (Wednesday). 

Altoona,  Pa.  (Wednesday).  Hew  Castle,  Pa.  (Wednesday). 

Aabury  Park,  N.  J.  (Saturday).  Norristown,  Pa,'  (Wednesday). 

AUantic  City,  N.  J.  (Wednesday).  Oil  City,  Pa.  (Wednesday). 

Braddock,  Pa.  (Saturday).  Perth  Amboy,  N.  J.  (Saturday). 

Bradford,  Pa.  (Saturday).  Philadelphia,  Pa.'  (Wednesday). 

Butler,  Pa.  (Saturday).  Pittsburg,  Pa.  (Wednesday). 

Camden,  N.  J.  (Wednesday).  Potteville,  Pa.  (Wednesday). 

Chester,  Pa."  (Wednesday).  Beading,  Pa,  (Saturday). 

Easton,  Pa.  (Wednesday).  Scranton,  Pa.  (Wednesday). 

East  Pittsbuj?,  Pa.  (Wednesday).  Trenton,  N.  J.  (Wednesday). 

Erie,  Pa.  (Wedneeday).  Tyrone,  Pa.  (Saturday). 

Franklin,  Pa.  (Saturday).  Uniontown,  Pa.  (Saturday). 

Greensbui^,  Pa.  (Saturday).  Warren,  Pa.  (Saturday). 

Harrisburg,  Pa.  (Wednesday).  Washington,  Pa.  (Saturday). 

Hazleton,  Pa,  (Wednesday).  West  Chester,  Pa.  (Saturday). 

Johnstown,  Pa.  (Wednesday).  Wilkes-Barre,  Pa.  (Wednesday). 

Lancaster,  Pa.  (Saturday).  Williamsport,  Pa.  (Wednesday), 

Lebanon,  Pa.  (Wednesday).  Wilmington,  Del.  (Wednesday). 

McKeesport,  Pa.  (Wednesday).  York,  Pa.  (Saturday). 

76.  Blank  forma  of  application  may  be  obtained  only  between  July  1  and  October 
1,  either  from  the  "Secretary,  Third  Civil  Service  District,  Philadelphia,  Pa,,"  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applications 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Philadelphia 
between.  July  1  and  the  close  of  business  on  October  1.  Applications  lor  the  Novem- 
ber examlnaUona  presented  at  other  times  will  not  be  accepted. 

77.  Whenever  extra  examinations  may  become  necessary  to  meet  the  needs  of  the 
service,  due  annonncement  will  he  made  of  the  dates  and  places  of  such  examina- 
tions, and  also  of  the  tjme  allowed  for  the  filing  of  applicaUons. 

78.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exam- 
ination tor  more  than  one  flrgt-clasa  post  office.  This  restriction  will  not  apply, 
however,  when  an  examination  is  held  for  any  of  these  offices  on  a  date  other  than 
that  of  the  regular  annnal  examination  in  November.  Such  extra  examinations  will 
be  held  only  when  elij^bles  are  needed,  and  will  be  dnly  annonnced. 

'  ExamlnaBoD  held  at  PbUsdelphlii, 
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79.  A  penon  who  paasee  an  examination  can  not  be  examined  agun  for  the  aama 
poet  office  within  approximately  one  year  of  the  date  of  the  examination  he  has 
passed.    (See  sec.  9-/. ) 

SO.  A  person  who  falla  in  an  examination  may  take  the  next  examination  rt^ard- 
leaeof  the  time  intervening. 

81.  For  the  following-named  offices  the  names  of  male  «ligiblea  will  be  entered  on 
only  one  register — namely,  the  "clerk"  or  the  "carrier"  register — and  male  appli- 
cants for  these  offices  niugf  indicate  in  their  appHcatioJu  whether  they  desire  the  posi- 
tion of  "derh"  or  of  "txarier;" 

Allegheny,  Fa.  Easton,  Fa.  New  Castle,  Pa.  Wilkea-Barre,  Pa. 

Allentown,  Pa.  Erie,  Pa.  Philadelphia,  Fa.  Williamsport,  Pa. 

Altoona,  Pa.  Harriabnrg,  Pa.  Pittsburg,  Pa.  Wilmington,  Del. 

Atlantic  City,  N.  J.  Johnstown,  Fa.  Reading,  Pa.  York,  Pa. 

Camden,  N.  J.  Lancaster,  Fa.  Scranton,  Pa. 

Cheater,  Fft.  McKeesport,  Fa.  Trenton,  N.  J. 

82.  A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  appli- 
cant must  be  made  in  writing  and  be  received  by  the  district  secretary  on  <w  before 
the  date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

83.  The  name  of  each  male  eligible  for  any  post  office  at  which  city  deUvery 
service  has  been  established  not  mentioned  in  Eection  81  will  be  entered  on  both 
the  male  clerk  and  carrier  registers  and  will  be  certified  (considered)  in  its  order 
for  vacancies  occurring  in  the  position  of  either  male  clerk  or  carrier  without  r^ard 
to  any  choice  of  position  expressed  by  the  el%ible  in  his  application.  The  post- 
master is  required  to  make  selection  for  the  first  vacancy  from  not  more  than 
the  highest  three  names  on  the  register  and  for  the  second  vacancy  he  shall  make 
selection  from  not  more  than  the  highest  three  remaining  which  have  not  been 
within  his  reach  for  three  separate  vacandee.  The  third  and  any  additional  vacan- 
ciee  shall  be  filled  in  like  manner.  An  eligible  who  has  been  within  reach  for 
three  separate  vacancies  in  either  position  in  his  turn  may  be  subsequently  selected 
for  that  position,  sabject  to  the  approval  of  the  Commission,  from  the  certificate 
on  which  hia  name  last  appeared,  if  the  condition  of  the  register  has  not  eo 
changed  as  to  place  him  in  other  respects  beyond  reach  of  certification.  The 
name  of  a  male  eligible  must  have  been  within  reach  for  three  separate  vacandeo 
in  a  position  before  his  name  may  be  passed  over  in  making  selection  for  appoint- 
ment to  that  position.  Nonselection  from  one  register,  or  dechnation  of  appoint- 
ment when  selected,  will  not  affect  the  eligible's  standing  on  the  other  roister. 
Appointment  fromeither  raster  will  remove  the  eligible's  name  from  both  registera. 

84.  In  the  Post  Office  Service  appointments  are  usually  made  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
or^^nal  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

85.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
service  aredtvided  intosix  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
salary  5800;  third  grade,  salary  fOOO;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
31,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be 
promoted  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class 
offices  will  be  promoted  successively  to  the  fourth  grade. 

66.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of 
the  quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade. 
No  promotion  will  be  made  except  npon  evidence  satisfactory  to  the  Post  Office 
Department  of  the  efficiency  and  futhfulness  of  the  employee  during  the  preceding 
year.  When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service, 
he  may  be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any 
subsequent  quarter,  on  evidence  that  his  record  has  been  satisfactory  durii^  tto 
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intervening  period.  Clerks  aod  carriers  of  the  highest  grade  are  eligible  for  pro 
motion  to  the  higher  poeitions  in  their  respective  offices. 

ST.  Anjr  male  clerk  in  an  office  where  both  clerks  and  city  carriers  are  employed 
ie  eligible  for  transfer  to  the  aervice  of  a  carrier,  and  any  carrier  is  el^ble  for  trans- 
fer to  the  serrice  of  a  clerk. 

68.  Auxiliary  employees  are  piud  for  actual  service  at  the  rate  of  30  cent«  an  hour. 
Snch  anxiliary  employees,  hovever,  are  required  to  work  not  leas  than  two  hours 
daily  and  may  serve  as  eabetitutee.  They  are  eli^ble  for  appointment  as  clerks 
and  carriers  of  the  first  grade. 

86.  Subatitut«8  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent, 
clerks  and  carriers,  and  they  are  eligible  for  appointment  as  aoxiliory  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

00.  Esaminationa  for  the  following-named  second-class  offices  will  be  held  only 
when  eligibles  are  needed  (due  announcement  of  which  will  be  made),  and  appli- 
cation blanks  will  not  be  given  out  until  the  examinations  are  announced.  City 
delivery  service  has  been  eatabliahed  at  theae  offices,  and  their  force  includes  both 
clerks  and  city  carriers: 


Ambler,  Pa.' 
Ardmore,  Pa.' 
Aahland,  Pa. 
Athens,  Fa. 
Bai^[or,  V». 
Beaver,  Pa. 
Beaver  Falla,  Pa. 
Bedford,  Pa. 
Bellefonte,  Pa. 
Berwick,  Pa. 
Bethlehem,  Pa. 
Blairaville.  Pa. 
Bloomabui^,  Pa. 
Bonnd  Brook,  N.  J. 
Bridgeton,  N.  J. 
Bristol,  Pa. 
Brookville,  Fa. 
Brownsville,  Pa. 
Bryn  Uawr,  Pa.' 
Burlington,  N.  J.' 


Coraopolis,  Pa. 
Corry,  Pa. 
Coudersport,  Pa. 
Danville,  Pa. 
Darby,  Pa.' 
Dover,  Del. 
Doylestown,  Pa. 
Duboia,  Pa. 
Duqueane,  Pa. 
Ellwood  City,  Pa. 
Freehold,  N.  J. 
Giettysbui^,  Fa. 
Gloucester  City, 

N.  J.' 
Greenville,  Fa. 
Grove  City,  Fa. 
Haddonfield,N.J.' 
Hanover,  Pa. 
Hollidaysburg,  Fa. 
Homestead,  Pa. 


Mahanoy  City,  Pa.  Salem,  K.  J. 

Maoch  Chunk,  Pa.  Sayre,  Pa. 

McKeea  Eocka,  Pa.  Scottdale,  Pa. 

Mechanicsbnrg,  Pa.  Sewickley,  Pa. 


Media,  Fa.' 
Meyersdale,  Pa. 
Middletown,  Fa. 
Milford.  Del. 
Millville,  N.  J. 
Milton,  Fa. 
Moneasen,  Pa. 
Monongahela,  Pa. 
Montrose,  Fa. 
Mooreetown,  N.  J.' 


Shamokin,  Fa. 
Sharon,  Fa. 
Shenandoah,  Fa. 
Shippensbni^,  Pa. 
Slatington,  Pa. 
Somerset,  Fa. 
Somerville,  N.  J. 
Soath  Bethlehem, 

Pa. 
South  Sharon,  Pa. 


Cambridge  Springs,  Honesdale,  Pa. 

Huntit^d' 


Canonsbni^,  Pa. 

Cape  May,  N.  J. 

Cartwndale,  I^. 

Carlisle,  Pa. 

Carnegie,  Pa. 

CatasBuqua,  Pa. 

Chamheiahurg,  Pa.    Lakewood,  N.  J. 


Fa. 
Indiana,  Fa. 
Irwin,  Pa. 
Jeannette,  Pa. 
Jenkintown,  Pa. 
Kane,  Fa. 
Kittonning,  Fa. 


Mount  Carmel,  Pa.    State  College,  Pa. 
Mount  Holly,  N.  J.'    St«elton,  Pa. 
Mount  Pleasant,  Pa.   Strondaburg,  Pa. 
Nanticoke,  Pa.  Sunbury,  Pa. 

Nazareth,  Pa.  Susquehanna,  Fa. 

New  Brighten,  Fa.  Tamaqua,  Pa. 
NewKenaington,  Fa.  Tarentum,  Pa. 
Ocean  City,  N.  J.  Titesville,  Pa. 
Ocean  Grove,  N.  J.  Towanda,  Fa. 
Pbilipeburg,  Fa.         Union  City,  Pa. 


Charleroi,  Fa. 
Clarion,  Fa. 
aearfield,  Pa. 
Coafcsville,  Pa. 
Columbia,  Pa. 
Connellaville,  Pa. 


Lambertville,  N.J. 
Lansdowne,  Fa.' 
Latrobe,  Fa. 
Lewiabnrg,  Pa. 

Lewiatown,  Pa. 
Lock  Haver,  Pa. 


Phillipabarg,  N,  J. 
Phoenix  vi  lie,  Pa. 
Pittston,  Pa. 
Plymouth,  Fa. 
Pottstown,  Fa. 
Prineeten,  N.  J. 
PonxButawney,  Pa. 
Redbaak,  N.  J. 
Ridgway,  Pa. 
Rochester,  Fa. 
Eoyeraford,  Pa. 


Vandei^rift,  Pa. 
Vineland,  N.  J. 
Washington,  N.  J. 
Wayne,  Pa.' 
Wayneaboro,  Fa. 
Waynesburg,  Pa. 
Wellsboro,  Pa. 
Wilmerding,  Pa. 
Windber,  Pa. 
Woodbury,  N.  J.' 


Conahohocken,  Pa.'   Long  Branch,  N.  J.    St.  Marys,  Fa. 
;iBmliiatIoii  held  ax  FhUadtlpUa. 


M 

91.  At  the  following-named  ofBoes  dty  delivery  service  has  not  been  eeUblisbed,  and 
their  force  includes  clerks,  but  not  city  carriers.  ExamioationB  for  theae  offices  will 
be  held  only  when  eligibles  are  needed  and  will  be  duly  announced,  and  application 
blanks  will  not  be  diatributed  until  such  announcement  is  made: 

Ambridge,  I^  Hackettstown,  N.  J.  Manheim,  Pa.  Patton,  Pa. 

Belmar,  N.  J.  Haverford,  Pa.  Mansfield.  Pa..  Pen  Argyl,  Pa. 

Bemardsville,  N.  J.    Higblstown,N.  J.      Marietta,  Pa.  Ben  ova,  Pa. 

Bordentown,  N.  J.      Jersey  Shore,  Pa.       Mercer,  Pa.  Reynoldsville,  F^ 

California,  Pa.  Johnsonburg,  Pa.      Milltown,  N.  J.  Biver&ide,  N,  J. 

Canton,  I^  Kennett  Square,  Pa,  Minereville,  Pa.  Biverton,  N.  J. 

Donora,  Pa.  Keyport,  N.  J.  Mnncy,  Pa.  Eoeemont,  Pa. 

East  8trondBbnrg,Pa.  Lansdale,  Pa.  Newark,  Del.  Sharpeville,  P&. 

Ebensburg,  Pa.  Lanaford,  Pa.  New  Bethlehem,Pa.  Spring  Lake  Beach, 

Emporium,  Pa.  Impark,  Pa.  Northampton,  Pa.  N.  J. 

Flemington,  N.  J.       Leechbarg,  Pa.  North  East,  Pa.  Swarthmore,  Pa, 

Ford  aty.  Pa.  Lebighton,  Pa.  Olyphant,  Pa.  Troy,  Pa. 

Galeton,  Pa.  Lititz,  Pa.  Oxford,  Pa.  Westgrove,  Pa. 

Glassport,  Fa.  McDonald,  Pa.  Palmyra,  Pa.  Wildwood,  N.  J, 

92.  A  vacancy  in  the  position  of  assistant  postmaster  in  a  first  or  second  class  poet 
office  may  be  filled  in  one  of  three  ways:  (1)  By  the  promotion  of  an  employee  in 
the  post  office  in  which  the  vacancy  occurs,  subject  to  such  teeta  of  fitness  as  may  be 
reqnired;  (2)  by  the  transfer  of  a  competent  employee  from  a  competitive  classified 
position,  subject  to  the  dvil-service  rules  regulating  transfers;  (3)  by  open  competi- 
tive examination,  to  be  held  only  as  occasion  may  require,  due  public  aanooncement 
of  which  will  be  made. 

CIiERICAL,  MINOR  CI^RICAL,  AND  SUBCI-ERICAL  POSI- 
TIONS IN  OTHER  FIELD  SERVICES. 

93.  Clerical,  minor  clerical,  and  snbclerical  positions  in  field  branches  of  the  Sab- 
treasury,  the  Mint  and  Assay,  tlie  Custodian,  the  Immigration,  the  Steamboat- 
Inspection,  the  Lighthouse,  and  the  Marin e-Hospilal  Services;  in  pension  agencies 
and  the  navy  yard;  in  Bureau  of  Animal  Industry,  Weather  Bureau,  Bureau  of 
Mines,  Bureau  of  Standards,  Engineer  Department  at  Large,  Ordnance  Department 
at  IJtrge,  and  Quart«rmasler's  Department  at  Large  establishments,  and  other  field 
branches,  are  filled  by  certification  from  appropriate  registers  established  from 
ezaminariona  for  theee  grades  as  described  in  sections  25  to  49,  inclusive. 

PRELIMINARY  REQUIREMENTS,  SUBTREASUBY  SERVICE. 

04.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  Bal^ 
treasury  Service  applicants  mnst  show  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
subtreasuries. 

95.  Rigid  tests  of  character  and  int^rity  will  be  applied  to  all  applicants  for  the 
Subtreasury  Service,  and  only  those  satisfactorily  meeting  such  t«sts  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  liie  Civil  Service  Commission  and  the  a 


06.  Whenever  the  department  so  desires,  separate  bnt  not  different  examinations 
will  be  held  and  separate  registers  of  eligibles  mtuntained  for  any  subtrpasury. 
Otherwise  certification  to  positions  in  the  Subtreasury  Service  will  be  made  from 
the  general  registers  established  by  the  examination  described  in  sections  29  to  36, 
inclusive. 
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ENGINEER  DEPARTMENT  AT  IiAROE. 

97.  The  headquarters  of  the  United  States  Engineer  districta  in  the  Third  Civil 
Service  District  are  located  at  Philadelphia,  Pa. ,  Pittabnrg,  Pa. ,  and  WilmiDgton,  Del. 

EDUCATIONAL  EXAMINATIONS. 

98.  The  poeitions  of  clerk  of  the  entrance  grade,  copyist,  bookkeeper,  8t«ii<^ 
rapber,  typewriter,  copyist  draftsman,  mechanical  apprentice  draftsman,  and  Buh- 
clerical  poBitianB,  including  elevator  conductor,  messenger,  messenger  boy,  skilled 
laborer  and  vatehman,  are  filled  by  certification  of  eligibles  by  the  secretary  of  the 
Third  Civil-Service  District,  at  Philadelphia.  Of  these  poeitjons,  those  of  the  clerical 
and  subclerical  grades,  except  elevator  conductor  and  messenger  boy,  are  filled  from 
registers  resulting  from  the  first  and  third  grade  examinations  described  on  pages  6 
and  7  of  this  publication.  Information  concerning  the  stenographer  and  typewriter, 
elevator  conductor,  and  messei^r  boy  examinations  will  be  found  on  p^ea  IS,  19, 
and  20,  respectively.  Examinations  for  copyist  draftsman  and  mechanical  appren- 
tice draftsman  will  be  held  only  when  eiigibles  are  needed,  due  announcement  of 
which  will  be  made.  The  district  secretary  will  furnish  informatiou  concerning  the 
bookkeeper  examination. 

99.  Examinations  for  other  positions  which  require  mental  t«sls  are  announced 
by  the  Civil  Service  Commission  at  Washington  as  the  needs  of  the  service  demand. 
Due  notice  of  such  examinations  is  given  in  the  public  press. 

NONEDUCATIONAL  EXAMINATIONS. 

100.  This  class  includes  mechanical  trades  and  similar  positions.  Vacancies  in 
such  positions  are  filled  from  roisters  established  by  the  local  boards  of  examiners 
for  the  En^neer  Department  at  Lai^,  nnderthe  supervision  of  the  district  secretary. 

101.  Separate  local  registers  are  maintained  for  the  headquarters  of  each  engineer 
district.  Where  employees  are  needed  in  connection  with  engineering  work  at  points 
outside  the  immediate  vicinity  of  the  headquarters  of  the  district,  separate  registers 
are  maintained  for  such  positions  as  the  service  may  need.  Eegistera  show  the 
particniar  branch  of  the  mechanical  trade  in  which  the  eligible  may  be  experienced, 
and  selection  may  t>e  made  of  the  highest  three  eiigibles  who  have  had  experience 
in  that  particular  branch  of  the  trade.  For  instance,  the  carpenter  register  may 
contain  the  names  of  stair  builders,  ship  carpenters,  bridge  carpenters,  etc.  Beg^sterB 
are  established  quarterly  or  more  frequently  if  the  needs  of  the  service  require. 

102.  Application  and  examination  form  1800  is  required  and  may  be  obtained  at 
any  time  from  the  secretary  of  the  Third  Civil  Service  District,  Philadelphia,  Pa.,  or 
from  the  secretary  of  the  local  engineer  board  at  any  of  the  places  named  in  section 
97.  Applications  should  be  filed  with  the  secretary  of  the  local  ei^neer  board  at 
the  headquarters  of  the  engineer  district  in  which  employment  is  desired. 

103.  Vacancies  occnrring  in  the  Enpneer  Department  at  large  in  noneducational 
positions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist. 

For  additional  information  concerning  noneducational  poeitions  see  page  20. 

ORDNANCE  DEPARTMENT  AT  liABQE. 

101.  Establishments  of  the  Ordnance  Department  at  Large  in  the  Third  Civil 
Service  District  are  at  Fort  Hancock,  N.  J.,  and  Frankford  Arsenal,  Philadelphia,  Pa. 
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EDrCATIOSAL  EXAMPATlOSa 

10S.  Cienad,  iniaorcferkal,aad  aabcleriol  postioDe  in  thk  service  are  filled  from 
regui^TB  naniltiag  from  the  firet,  aeand,  and  thud  gnde  ezaioiiiatiaas  described  on 
pages  fitoSol  th'a  pablicatioa.  PemcMa  taking  the  aeeood-grade,  or  minor  cleric*!, 
examioatii^n  maj  also  take  the  optional  aabject  ot  typewriting  in  connection  there- 
with. The  pceitioo  of  skilled  4^cial  laborer  is  filkd  as  a  resolt  tA  this  exaininatioti. 
Information  cooceming  ezaminatioaB  for  the  posittoDB  of  tteaofrapber  and  type- 
writer and  meswDger  boy  will  be  fbond  on  pages  IS  and  SO,  reqiectiTdy. 

lOA.  Examinations  for  the  poaticHi  erf  appnntice  wiU  be  held  ■■  frequently  as  the 
nmda  of  the  aerrice  require  and  will  be  publicly  annoanced  by  the  district  secretary. 
Tlte  examination  coaoBta  of  simple  Bcholastic  teats  and  a  latii^  mi  {Aysical  condi- 
tioo.  CMnpetitors  must  be  not  les  than  15  nor  itMMe  than  18  years  of  age  <hi  the 
date  of  the  examiuatioo,  except  that  applicants  wbo  are  gTadnatee  of  a  technical  or 
manual  tnining  school  may  be  admitted  to  ezaminatioD  if  not  mwe  than  SO  years  of 
age.    Applicati<H)  and  examination  form  1375  is  required. 

I(r7.  Information  relative  to  the  podtions  of  mechanical  diaftsnsn  and  iqpprentice 
dniftmnan,  and  application  forms  therefor,  may  be  obtained  by  addrening  the  secre- 
tary of  tbe  local  board  of  dvil-service  eiaminera  at  the  ordoauce  establishment 
where  employment  is  deeiied,  or  the  Seoetary,  Third  United  States  Civil  Service 
DiMrict,  Poet  Office,  Philadelphia,  Pa.  Applications  may  be  filed  at  any  time  with 
the  district  F«crelary.  Examinations  will  be  held  as  frequently  as  the  needs  of  the 
m;r\ii^  require,  and  when  an  examination  is  to  be  held  persons  having  aj^lications 
on  file  will  be  notified  when  and  where  to  appear  for  examination. 

KA.  Examinations  for  other  poeitionswhicb  reqnire  mental  testa  are  held  as  the 
needs  of  the  service  demand  and  are  duly  annoonced  in  the  public  preos. 

SOSEDDCATIOSAL  EXAMISATIOSS. 

109.  Thia  class  includes  mechanical  trades  and  similar  pontiona.  VacaodeB  in 
tiiese  poditlonii  are  filled  from  registers  established  by  the  local  boards  of  examinee 
for  the  Ordnance  Department  at  I^rge. 

1 10.  Bet^xters  are  established  quarterly,  or  more  frequently  or  len  frequently,  as 
ttie  needs  of  the  service  require.  The  secretary  of  the  local  board  will  Bnq;)end  the 
receipt  of  applications  for  any  position  for  which  tbere  may  be  no  present  need  of 
eliiphltw,  and  examination  for  that  position  will  be  specially  announced  when  there 
poay  lie  need  of  eligibles. 

111.  Application  and  examination  form  1800  is  required  and  may  be  obtained  at 
any  time  either  from  the  secretary  of  the  Third  Civil  Service  District,  Philadelphia, 
Pa.,  or  the  secretaries  of  the  local  boards  of  examiners  at  ordnance  eetablishmenla. 
Applications  should  be  filed  with  the  secretary  of  the  local  board  at  the  establish- 
ment where  employment  is  desired. 

112.  Vacancies  occurring  in  the  Ordnance  Department  at  Large  in  nonedncational 
positions  that  are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the 
service  may  also  be  filled  by  selection  from  suitable  roisters  for  any  part  of  the 
service  in  the  vicinity  of  the  place  at  which  the  vacancies  exist 

For  additional  information  concerning  aonedacational  examinations  see  page  20. 

UNSKILLED  LABOR. 

lis.  For  information  concerning  the  position  of  unskilled  laborer,  adult,  application 
■honld  be  made  to  the  Board  of  I^bor  Employment  at  the  ordnance  establishment 
where  employment  is  desired.  General  information  concerning  anekilled  labor  in 
Federal  offices  and  establishments  will  be  found  on  page  21  of  thia  publication. 
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114.  An  examination  for  unskilled  laborer,  boy,  for  the  Frankford  Arsenal  will  be 
held  annually  in  May.  Application  bUnka  may  be  secured  between  April  1  and 
May  1  only,  by  applying  to  the  Secretary,  Board  of  Civil  Service  Examiners,  Frank- 
ford  Arsenal,  or  the  Secretary,  Third  Civil  Service  District,  Post  Office,  Philadelphia, 
Pa.  The  receipt  of  applications  for  the  May  examination  will  close  with  the  hour  of 
closing  business  on  May  1.  To  be  eligible  for  examination  applicanta  must  be  not 
lees  than  15  nor  more  than  20  years  of  ^je,  and  be  in  sound  physical  condition.  The 
examination  required  is  a  physical  one  only,  no  mental  t«st  being  given.  Applicants 
having  any  physical  defect  which  would  unfit  them  for  the  duties  of  the  position  will 
not  be  eligible  for  appointment.  Applicants  must  be  able  lo  read  and  write  and 
applications  must  be  filled  out  in  their  own  handwriting.  Appointees  will  be 
employed  in  the  shops  of  the  arsenal,  the  duties  being  sweeping  floors,  cleaning 
machines,  running  errands,  issaing  tools,  and  kindred  work,  and,  incidentally, 
feedii^  nmcbinee.    The  salary  paid  is  4>1  a  day. 

QTTARTEBMASTEB'S  DEPARTMENT  AT  LARGE. 

115.  Establishments  of  the  Quartermaster's  Department  at  Large  in  the  Third 
OiTil  Service  District  are  at  Philadelphia  and  Pittsburg,  Pa,,  and  Fort  Dupont,  Del. 

EDUCATIONAL  EXAMINATIONS. 

116.  Vacancies  occurring  in  clerical,  minor  clerical,  and  snbclerical  poutions  are 
filled  by  certification  from  registers  resulting  from  the  first,  second,  and  third  grade 
examinations  described  on  pages  6  h>  8  of  this  publication.  Examinations  for 
other  portions  which  require  mental  tests  are  held  as  the  needs  of  the  service 
require,  and  are  publicly  announced. 

NONEDUOATIONAL  EXAMINATIOHS. 

117.  This  class  includes  mechanical  trades  and  similar  positions.  Forthe  purpose 
of  convenience  in  administration  in  the  Quartermaster's  Department  at  Ijago,  the 
territory  included  in  the  Third  Civil  Service  District  is  combined  with  that  of  the 
Second  Civil  Service  District  in  making  appointments  to  noneducational  positions, 
except  in  the  Philadelphia  depot.  Application  forms  for  noneducational  positions 
at  Fort  Dupont,  DeL ,  and  at  the  Pittsburg  storage  and  supply  depot  may  be  obtained 
from  and  applications  filed  with  the  secretary  of  the  Second  Civil  Service  District, 
customhouse.  New  York,  N.  Y.  For  information  relative  to  employment  in  posi- 
tions of  this  clasB  at  the  Philadelphia  depot,  application  should  be  made  to  the 
secretary  of  the  local  board  of  civil-service  examiners  at  that  establishment. 

CUSTODIAN  SERVICE. 

118.  The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  caie 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Positions  ot  the 
noneducational  class  in  this  service  are  such  as  fireman,  janitor,  etc  Examinations 
for  such  positions  are  held  only  when  eligibles  are  needed,  and  due  announcement 
of  examinations  will  be  made  in  the  public  press.  When  examinations  are 
announced  application  forms  may  be  obtained  from  and  should  be  filed  with  the 
secretary,  Third  Civil  Service  District,  Philadelphia,  Pa.  For  further  information 
concerning  noneducational  examinations,  see  page  20  of  this  publication. 

119.  Vacancies  occurring  in  the  Custodian  Service  in  nonedocational  podtionsthat 
are  like  in  their  requirements  to  similar  positions  in  other  parts  of  the  service  may 
also  be  filled  by  selection  from  suitable  registers  for  any  part  of  the  service  in  the 
vicinity  of  the  place  at  which  the  vacancies  exist. 
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120.  VacandeH  in  doable-titled  positioos  in  the  Custodian  Service,  such  as  firem&n- 
wntchmfLD,  watchmAD-fireman,  fireman-laborer,  janitor-flreman,  etc.,  are  filled  from 
appropriate  r^psterS'Of  one  title.  Tbe  first  word  of  the  title  of  such  double-titled 
positJoDB  iudicates  the  more  important  datiee  of  the  position,  and  vacancies  are  filled 
by  nonedocalional  or  educational  examination  according  to  the  duties  of  the  podtioD 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  poeitjon  of  flreman- 
watchnian  will  be  filled  by  a  noneducational  examination  for  fireman  (held  onlj' 
when  eligiblee  are  needed),  while  a  yacancy  in  tbe  podtion  of  wal«hinan-firemaD 
will  be  filled  by  certification  from  the  register  eslAblished  as  a  result  of  the  third- 
grade  educational,  or  aubclerical,  examination  inferred  to  on  page  7. 

121.  Application  and  examination  form  1800  is  required  for  noneducational  ezami- 
nationa  in  tbe  Custodian  Semce. 

122.  The  minimum  and  maximum  age  limits  for  noneducational  examinations  in 
the  Custodian  Service  are  IS  and  56  yeaxe,  respectiTcly.  All  honorably  discharged 
United  States  soldiere  and  sailors  of  the  War  of  the  Rebellion  will  be  admitted  to 
these  examiualdonB  without  refcard  to  the  t^  Umits.  The  t^  limits  are  also  waived 
for  examioationB  for  all  branches  of  the  service  in  the  case  of  petsons  honorably  dis- 
charged from  the  United  States  military  or  naval  service  by  rtfucm  ofduabHity  remitt- 
vng  from  moundg  received  or  ficknesg  incurred  in  tht  line  of  duly. 

123.  Examinations  for  assistant  custodian- janitor  and  for  technical  positions  In  the 
Custodian  Service,  such  as  steam  enpneer,  electrician,  etc.,  include  educaUonal 
qualifications  and  are  held  only  when  eligiblee  are  needed. 

STBXOORAPHER  AND  TYPEWRITER. 

124.  The  stenographer,  the  typewriter,  and  the  combined  sten<4{rapher  and  type- 
writer examinatJons  ore  held  quarterly,  in  January,  April,  July,  and  October,  at 
various  places  throughout  the  couatry.  Examinations  are  held  simultaneously  for 
field  positions  (that  is,  positions  outside  of  Washington,  D.  C.)  tor  positions  in  the 
departments  and  offices  at  Washington  and  for  positions  in  the  Philippine  and 
Isthmian  Canal  Services.  Only  the  combined  stenographer  and  typewriter  exami- 
nation is  given  for  tbe  Philippine  Service. 

125.  Applicants  are  required  to  show  in  their  applications  the  service  or  services 
in  which  employment  is  desired,  and  ot  the  time  of  examination  each  competitor 
is  given  an  opptorCunity  to  indicate  the  exact  localities  in  which  he  is  willing  to 
accept  appointment.  Those  who  indicate  a  willingness  to  accept  appointment  in 
Washington,  D.  C,  will,  if  an  eligible  rating  is  atttuned  in  the  examination,  have 
their  names  placed  on  the  register  for  Washington,  D.  C,  only,  unless  they  apply 
for  the  Philippine  or  Isthmian  Canal  Service.  Those  who  indicate  a  desire  for 
appointment  to  positions  only  in  field  services  will  have  their  names  placed  on  a 
r€^ister  of  eligibles  for  that  purpose.  An  eligible  may  not  have  his  name  on  the 
raster  for  Washington,  B.  C.-,  and  also  for  the  field  service  at  the  same  time.  A 
peiBon  who  has  signified  his  willingness  to  accept  appointment  in  Washington, 
D.  C.,  may  also  have  his  name  placed  on  the  roister  for  the  Philippine  Service  or 
the  Isthmian  Canal  Service,  or  both,  by  filing  a  separate  application  for  each 
additional  service  desired  and  by  complyii^  with  the  additional  requirements. 
Persona  whose  names  ore  on  registers  for  field  positions  may  not  have  their  names 
on  the  register  for  the  Philippine  Service  or  for  the  Isthmian  Canal  Service  at  the 
same  time.  Application  may  be  made  for  examination  for  the  Philippine  Service 
or  the  Isthmian  Caiial  Service,  or  both,  and  not  for  service  in  Washington,  D.  C.,  if 
desired.  A  person  whose  name  is  on  the  register  for  field  positions  may  have  his 
name  transferred  to  the  register  forpositions  in  Washington,  D.  C.,  in  the  Philippine 
Service,  or  in  the  Isthmian  Canal  Service,  or  vice  versa,  at  an}'  time  within  the 
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period  of  eligibility  if  there  ia  a  reaeoa  for  mch  transfer  which  is  satifitftctory  to  the 
Commission  and  the  person  has  complied  with  the  requirements  of  the  service  to 
which  transfer  of  eligibility  ia  desired. 

126.  In  filling  vsconciee  in  field  positjons,  certification  to  the  variooB  services  will 
be  made  in  accordance  with  the  rfgulatione  shown  on  page  22. 

127.  Form  1424,  showing  the  dat«8,  places,  character,  and  scope  of  tlie  examina- 
tions, and  the  requirements  for  the  various  services,  may  be  obtained  by  addrening 
the  district  secretary  or  the  Commission  at  Washington.  Application  forms  will  also 
be  forwarded  upon  request.  Form  304  is  required  for  all  services  except  the  Philip- 
pine; for  the  Philippine  Service,  form  2  is  required.  Applications  may  be  filed  at  any 
time  with  the  Commlasion  at  Washington.  The  age  iimita  tor  the  various  services 
are  as  follows:  Philippine  Service,  minimum  IS,  maximum  40;  Isthmian  Canal  Serv- 
ice, minimum  20,  maximum  45;  other  services,  minimum  18,  no  maximum  limit. 

128.  Women  are  admitted  to  the  April  and  October  examinations  only,  and  are  not 
admitted  to  the  examination  for  the  Philippine  or  the  Isthmian  Canal  service. 

129.  The  demand  for  male  stenographer  and  typewriter  eligibles  is  nsually  greater 
than  the  supply.    Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose 

s  prove  satisfactory. 


130.  All  United  States  depnty  marshals,  except  those  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  indicated  in  the  paragraphs  following: 

131.  Vacancies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  will  be  filled  hy  certification  from  the  stenographer  and  type- 
writer raster  for  field  services  or  the  bookkeeper  register  for  the  general  depart- 
mental service  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists. 
(See  sees.  124  to  129  and  105.) 

132.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 
exists. 

138.  Vacancies  in  the  position  of  ctiief  office  deputy  will  be  filled  in  like  manner, 
unless  it  is  determined  by  the  department  to  fill  each  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  firat^rade,  or  clerical,  examination,  including  a 
list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  annual 
examinations,  is  given  on  page  6  of  this  publication. ) 

ELEVATOR  CONDUCTOR. 

134.  The  position  of  elevator  conductor  in  Federal  buildings  is  flUed  by  examination 
GOnrasting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
pages  24  and  28,  with  a  weight  of  50  per  cent,  and  experience  60  per  cent. 

136.  The  minimum  age  limit  for  this  examination  is  20  yeais;  there  is  no  maxl- 
mnm  age  limit 

136.  Application  and  examination  Form  1800  is  required. 

137.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable 
of  performing  mannal  labor. 

138.  In  rating  the  element  of  "experience"  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motorman,  or  electric  crsneman,  and  applicants 
who  have  not  had  at  least  dx  months  of  snch  experience  will  not  be  admitted  to 
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the  examination.  If  an  applicant  hae  had  only  rix  months'  experience,  that  experi- 
ence muBt  have  been  gained  within  the  tnelve  monthe  Just  prioi  to  the  date  oi 
application,  ^pphconta  muat  fully  indicate  in  their  applications  the  kind  of  eleva- 
tors, whether  passenger  or  freight,  upon  which  they  have  been  employed,  aa  well 
as  the  length  of  their  experience. 

139.  This  examination  will  be  held  only  when  eligible^  are  needed,  and  will  be 
dnly  announced  in  the  public  press. 

MESSENGER  DOT. 

140.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  dtf  in 
which,  ot  in  the  vicinity  of  which,  a  vacancy  occnrs,  and  only  when  ellgiblee  are 
needed.  The  examination  will  consist  of  the  tbiid-grade,  or  subcterical,  subjects 
(see  pp.  24  and  28),  with  the  exception  of  the  subject  of  experience,  each  of  the 
five  subjects  having  a  weight  of  20  pet  cent  When  examinations  are  to  be  held, 
announcement  is  made  in  the  public  press. 

141.  The  minimum  and  maximum  age  limits  for  this  examination  are  16  and  16 
years,  respectively. 

141-a.  Application  Form  1371  is  required. 

NONEDUCATIONAD  EXAMINATIONS. 

142.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  por- 
tions which  do  not  require  a  mental  t«st  These  positions  in  the  Custodian  Service, 
the  Engineer  Department  at  lai^e,  the  Ordnance  Department  at  t^arge,  and  other 
field  services  have  been  placed  under  the  district  system.     (See  sec.  2.) 

143.  Appropriate  examinations  are  held,  based  on  training  and  experience  and 
phy^cal  ability.  The  relative  weigku  of  thete  tubjeclt  on  a  Kale  of  100  are:  Pky^eal 
ability,  40  ;  training  and  experience,  60.  The  information  on  which  the  ratinRS  are 
based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care  should  be 
taken  to  furnish  accurate  and  complete  information  in  order  that  a  sufBcient  basis 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered. 

144.  The  method  of  rating  the  subjects  of'these  examinations  is  as  follows : 

(o)  Physical  abiuty.— An  applicant  without  apparent  physical  disqualifications 
is  rated  at  98  for  this  element.  For  phyucal  defects  which  may  impair  hie  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
from  98  according  to  the  nature  of  this  defect  or  disqualification. 

(6)  Traihinq  ans  bxpebienck. — This  subject  will  be  rated  upon  the  statements 
made  by  the  appUcant  in  his  application,  as  corroborated  by  bis  vouchers  and  refer- 
ences. Consideration  will  be  given  to  the  date,  length,  quality,  and  character  of 
the  experience  shown,  and  special  consideration  will  be  given  experience  which  is 
continuous  and  recent. 

145.  In  any  of  these  examinations  the  Commission  may  in  its  discretion  call  for 
such  additional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
but  no  recommendations  other  than  those  called  for  by  the  Commisdon  will  be 
considered, 

146.  All  competitors  rated  at  TO  or  more  are  eligible  for  appointment,  and  their 
names  are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of 
persons  preferred  under  section  1764,  Revised  Statutes,  rated  at  65  or  more  are  placed 
above  all  othcra  who  have  not  been  allowed  Buch  preference. 

147.  When  such  examinations  (noneducational)  are  given,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  but  to  file  with  thedisbrictsecretUT 
fully  executed  applications  on  the  form  prescribed. 
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148.  FnrtberinfoniiationcoacerniiigiioDediitstioiialezamiDatioDswill  befoimd  in 
this  pnblicalion,  aa  follows: 

En^pneer  Department  at  I^i^,  page  15. 

Ordnance  Department  at  Large,  page  16. 

Gnstodian  Service,  page  17. 

For  infonnatioa  concerning  noneducational  positions  in  otfaer  aervicee,  application 
Bhootd  ba  made  to  the  district  secretary  or  to  the  Civil  Service  Commission  at  Wash- 
ington, D.  C. 

UNSKILLED  IiABORER. 

149.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern- 
ing the  employment  ot  laborers  in  the  Federal  service,  positions  o£  this  character  are 
lill«d  by  r^pstration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  those  of 
common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equivalent. 
lAbor  legolations  are  in  force  at  Philadelphia,  Allegheny,  and  Pittsburg,  Fa., 
and  vicinity,  in  the  Third  Civil  Service  District  Examinations  for  Philadelphia, 
Allegheny,  and  Pitteburg  are  held  annoally  in  May.  Application  blanks  may  be 
obtained  from  the  Boards  of  Labor  Employment  at  the  post  offices  in  the  cities 
named,  between  April  1  and  May  1  only.  Applications  will  not  be  accepted  anleee 
filed  with  such  boards  prior  to  the  hour  of  closing  business  on  May  1. 

150.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
not  in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
employment  is  desired. 

151.  The  minimum  and  maximum  age  limits  for  this  position  are  20  and  60  years, 
i^pectively.  The  age  limits  are  waived,  however,  in  the  case  of  honorably  dis- 
charged veterans  of  the  Civil  War  and  persons  honorably  discharged  from  the  United 
States  military  or  naval  service  by  reason  of  disability  resulting  from  wounds  received 
or  sickness  incurred  in  the  line  of  duty. 

152.  Further  information  concerning  unskilled  labor,  adult  and  boy,  in  establish- 
ments of  the  Ordnance  Department  at  Large,  will  be  found  on  pages  IS  and  17  of  this 
publication. 

CERTIFICATION  AND  EUOIBILITY. 

153.  Aft«r  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligiblee 
are  entered  on  the  register  in  the  order  of  the  average  attained.  An  averts  per* 
centage  of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  peisons  honorably  discharged  from  the  United  States  military 
or  naval  service  Jot  digabUily  incurred  in  the  line  of  duty.  The  names  of  such  persona 
whose  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
who  attain  an  average  percentage  of  not  less  than  65  will  be  placed  at  the  head  of  the 
eligible  roister. 

154.  Separate  rasters  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

155.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on 
the  register. 

166.  The  highest  three  names  on  the  appropriate  repster  are  certified  for  each 
vacancy.  An  eligible,  nnless  sooner  selected  for  appointment,  will  be  entitled  to 
three  certifications  for  appointment  to  each  nominating  or  appointing  officer  in  each 
service  for  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certi- 
fied for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  his  application  or  examination  papers.  Appointment  to  a  position 
in  any  service  will  operate  to  remove  the  eligible'a  name  from  all  re^sleis  of  the 
grade  from  which  the  selection  was  made,  and  from  registers  of  lower  grades. 
Appointments  may  be  made  from  a  higher  gnde  refpster  for  filling  vacancies  in  a 
lower  grade  position. 
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157.  For  filling  Tacsaciee  in  the  IntenuU-Berenae  Service  certification  will  be 
made  of  the  names  ot  elig^blee  who  were  esamined  in  the  intemal-rerenne  district 
in  which  the  vacaocy  occurs. 

158.  For  filling  vacancies  in  the  Costomhonee  Service  certification  will  be  made  ot 
the  names  of  the  eligiblee  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinations  are  held  also  at  sabporte  for  the  convenience  ot  applicsuts,  the 
hif;heet  elifciblea  will  be  certified  of  those  examined  at  the  port  and  at  snl^rts. 
(See  sec.  6S.) 

15Sa.  For  the  positions  of  clerk,  and  carrier  for  city  delivery,  in  poet  offices  a  sepa- 
rate register  is  established  for  each  clasafled  poet  office,  containing  the  names  of 
eliKiblee  examined  for  such  office.  For  certain  lai^e  post  offices  separata  male  clerk 
and  carrier  registers  are  established  (see  sec.  SI ),  while  for  all  other  offices  in  which 
both  clerks  and  city  carriers  are  employed  the  names  of  the  male  eligiblee  are 
entered  on  both  the  clerk  and  carrier  registers.  In  first  and  second  class  offices  in 
dtjee  where  city  delivery  has  not  been  established,  clerks,  but  not  city  carriers,  are 
employed, 

159.  In  filling  vacancies  in  the  position  of  office  deputy  United  Btstes  marshal 
certification  will  be  made  of  the  namee  of  eligiblea  who  were  examined  in  the  State 
in  which  the  vacancy  exists. 

160.  Certificationforfillingvacancieainthepoeitioaof  clerk  in  the  Army  Transport 
Service  will  be  made  of  elig^bleswho  live  in  the  dty,  or  the  vicinity  of  the  city,  from 
which  the  transport  suls. 

161.  In  making  certificatjon  for  filling  vacancies  in  the  positions  of  stenographer, 
typewriter,  and  steni^rapher  and  typewriter  occurring  in  field  services  the  tf^- 
lations  outlined  in  the  foregoing  paragraphs  relative  to  methods  of  certification  for 
various  branches  of  the  service  will  apply,  so  Far  as  possible. 

As  stated  in  section  125,  each  competitor  in  stenographer  and  typewriter  examina- 
tions will  be  given  an  opportunity  at  the  time  of  his  examination  to  indicate  the 
localities  in  which  he  is  willing  to  accept  appointment.  The  names  of  eligihles  on 
registers  for  the  Third  Civil  Service  District  for  field  services  who  have  l>oen  exam- 
ined and  reside  outside  of  the  district  will  not  be  certified  for  vacancies  occurring 
in  that  district  while  there  are  three  available  eligibles  on  a  r^jister  who  were 
examined  and  reside  witliin  the  district,  except  that  persons  examined  anywhere  in 
an  internal-revenue  district  which  is  part  in  the  Third  Civil  Service  District  and 
part  in  another  civil-service  district  may  be  certified  for  vacancies  occurring  in  the 
Internal-Revenue  Service  anywhere  in  the  internal-revenue  district  in  which  exam- 
ined. Transfer  of  eligibility  from  one  civil-service  district  to  another  civil-service 
district  may  be  made  with  the  approval  of  the  district  secretaries  concerned,  bnt  an 
eligible  so  transferred  who  is  not  a  resident  of  the  district  to  which  transfer  is  made 
will  not  be  certified  for  appointment  while  theie  are  three  available  eligibles  exam- 
ined and  residing  within  the  district  in  which  the  vacancy  exists.  If  the  eligible 
whose  name  is  transferred  has  actually  changed  his  residence  to  the  district  to 
wiiich  his  eligibility  is  transferred,  he  will  be  considered,  for  pnrpoees  of  certifi- 
cation, aa  havii^;  been  examined  at  the  place  of  examination  nearest  his  new  place 
of  residence  in  the  civil-service  district  in  which  such  new  residence  is  located. 

162.  In  filling  vacancies  in  any  position  or  service  not  specifically  mentioned  above, 
certificatian  will  be  made  of  eligibles  examined  at  the  place  at  which,  or  in  the 
Immediate  vicinity  of  which,  the  vacancy  exists. 

163.  Every  appointment  is  made  tor  a  probationary  period  of  six  months,  at  the 
end  of  which  time  if  the  appointee  is  retained  in  the  service  such  retention  is  equiva- 
lent to  his  actual  appointment  In  the  Poet  Office  Service  the  six  months'  period  of 
probationary  appointment  b^ins  from  the  date  of  appointment  as  regular  clerk  or 
carrier  and  not  from  the  date  of  appointment  as  substitute. 

[3d  DlBt] 
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INFORMATION  CONCERNING  OTHER  SERVICES. 

164.  A  Manual  of  Examinations  is  ieaued  by  the  United  States  Civil  Service  Com- 
mission  in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  epring  and  fall  esaminatione  for  positions  in  the  Departmental,  Indian, 
Kailway  Mail,  (iovemment  Printing,  Philippine,  Isthmian  Canal,  and  otlier  aervicefl. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  Btates  Civil  Service 
CommiBsion,  Washington,  D.  C,  or  the  district  secretary. 


165.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  Federal 
service.  Technical  and  Bcientilic  examinations  are  announced  from  time  to  time  08 
the  needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of  the 
positions  to  be  filled.  For  all  of  these  x>ositionB  eligibles  are  certified  to  vacandee 
in  the  departments  in  Washington  or  in  the  local  offices  in  the  vicinity  of  their  plaooa 
of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commission  joay 
be  required  for  the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
Btatee  Civil  Service  Commission,  Washingt«n,  D.  C,  or  the  district  secretary. 

RURAL  FREE  DEUVERT  CARRIER. 

166.  Copies  of  the  regulations  and  other  information  concerning  examinations  for  - 
this  position  may  be  obtained  from  secretaries  of  local  civil  service  boards  and  from 
postmasters  at  offices  from  ntiich  rural  iputes  start,  or  from  the  Civil  Service  Com- 
mission at  Washington,  D.  C. 

167.  The  minimum  and  maximum  age  limits  for  this  examination  are  17  and  55 
years,  respectively,  the  maximum  limit  being  waved  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sulois.  ' 

FOURTH-CIiASS  POSTMASTER. 

168.  On  November  30, 1908,  the  President  Issued  an  executive  order  placing  fourth- 
class  postmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for 
examination  applicants  for  this  position  are  required  to  be  at  least  21  years  of  i^, 
except  that  women  are  eligible  for  examination  at  IS  in  States  where  women  are 
declared  by  statute  to  be  of  full  i^  for  all  purposes  at  18.  It  is  also  required  that  an 
applicant  mast  reside  within  the  territory  supplied  by  the  post  office  for  which  appli- 
cation is  made,  and  that  he  shall  personally  conduct  the  office  if  appointed.  Examina- 
lionsare  held  only  when  eligibles  are  needed  to  fill  existing  or  contemplated  vacandee 
in  the  States  named,  and  no  applications  are  received  until  the  examinations  are 
announced.  A  copy  of  the  regulations  governing  the  appointment  of  fourth-class 
postmasters  may  be  obtained  from  the  United  States  Civil  Service  Commission, 
Washington,  D.  C.,  apon  request. 
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DESCRIPTION  OF  EXAMINATIONS. 


Flrel  grade,  or  clerical. 
<nme  allowed.  5  hours.) 

Second  grsde,  or  minor  clerical. 
(Time  allowed,  4|  taours.) 
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SubJecU, 
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Subjects. 

It 

BabjecU. 

If 

a 

25 

15 
10 

20 

5.  Copying  and  correoiing 

5.  CoiJ^ing    (ram    plain 

b.  Copying    Irom    plain 

■m 

8.  Geograpliy   and    dvii 

6.  t'ntwS  Sik't^  g^gra. 

uTheaubiectoC  reading  addresses  will  be  omitted  in  ex aminatlone  tor  aerricea  other  than  the  port- 
office,  and  relative  weights  on  a  scale  ol  100  will  be:  Spellirig,  IS;  arithmetic,  3D;  letter  vritlng,  20; 
penmanship,  20;  copying  from  plain  copy,  15;  United  Stales  geograpby,  10. 

In  the  fiist^^ade  examination  competitors  who  fail  to  attain  a  ratii^  of  at  least  70 
in  arithmetic  or  65  in  report  writing  will  not  be  el^ble  for  appointment,  and  Qie 
remtuning  subjects  of  their  examinatione  will  not  be  rated. 
SPECIMEN  QUESTIONS. 

FIRST-ORADE:  EXAMINATIOir. 

1.  Spelling:  Twenty  words  of  more  than  average  difficulty.  2.  AsiTHMBnc: 
Fundamental  rules,  fractions,  percentage,  interest,  diecoant,  analysia,  and  statement 
of  simple  accounts,  3.  Penmanship:  Rated  on  lability,  rapidity,  neatnees,  and 
general  appearance.  4.  Rbport  writing;  Test  in  writing  in  letter  form  a  report, 
from  150  to  200  words  in  length,  summarizing  and  arranging  in  logical  order  a  series 
of  facts  included  in  a  ^ven  statement  of  400  to  600  words.  5.  Copving  and  cok- 
RBCTiNG  UAHtrscRiFT:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntas,  etc.     6.  Gioo- 

SAPHY  AND  CIVIL  OOVBRNMBNT  OF  THE  UNITED  StATBS. 

The  following  questions  and  tests,  which  have  been  used,  indicate  the  geneisl 

character  of  these  subjects: 

First  Subject— Spelling:. — Spelling  is  dictated  by  the  examiner, 
competitor  in  the  blank  spaces  Indicated  on  the  first  sheet  of  tbe  examination, 
comcaenced  with  capital  letters.    The  esaminer  pronounces  each  word  an 
competitor  is  required  to  write  only  the  word  and  not  Its  definilion. 

Qi[tnd«r.' A  long  round  body.  J'romfuorii:  Contalnlngapromise;  a 
Necessary  or  indispensable.  FHacemibl^:  Apparent  or  visible.  Oppoiiunily:  A  flt  or  convenient  time. 
DtceiifxU:  Falseortricky.  Defermct:  Respect  or  r^ard.  Ineertiim:  TheactofplaoiDgln;»»,tlieln«er- 
tionofanadvertlBGineiit.  ThfiJifote.' To  make  easy;  as,  to  facilitate  business.  $cA«n«I(i(IiF.- Acityofthe 
nniled  States.  Jldjaixnt:  Lying  near  or  bordering  on.  Soavenir:  A  token  ol  remembrance.  Coneeding: 
YIeldlngorglvInguptBa.conGedlQgBpoint.  Lineage;  Lineofdescentocancestry;  as,  ol  royal  Uncage. 
D^eleriota:  Harmful  or  injurious;  as.  deleterious  to  health.  Eortamtoi:  On  a  level,  fatrtmony:  An 
estate  Inherited  from  one's  father.  Cerafieate:  A  written  testimony;  as,  a  marriage  oertlflcate.  Batr- 
voir:  A  place  ol  storage;  as,  a  water  reservoir.    BHvOege;  A  right;  aa.  the  privilege  Of  ToUng. 

Second  SubJecl^Ailttunettc— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  fiinires  necessary  In  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
problem  should  be  indicated  by  writing  '-Ans."  after  it. 

1.  This  question  comprises  a  teat  In  adding  numt>eTs  crosewlse  and  lengthwise.  Tbera  are  nioally 
three  colniana  ol  about  twelve  numbers  each  to  be  added.  2.  Divide  4TA  by  T|,  multiply  the  quotient 
by  31,  and  to  the  product  add  0.0907  of  214.6.  3.  A  lather  Invested  a  sufficient  sum  of  money  in  lilasaa- 
chDSetts  fives  at  97},  brokerage  j  per  cent,  to  give  bla  son  an  annual  Income  ol  tl,20l).  What  was  tbe 
anminveated!  4.  The  appropriation  for  tbe  Civil  Service  Commission  lorlheflical  ye&r  ended  June 
80, 1B97,  wa3t9S,340.  During  that  year  50,000  persona  were  examined.  1134  per  cent  ol  this  number 
failed  to  pass,  and  171  per  cent  of  thoae  who  passed  were  appointed,  what  was  the  average  cost  to  the 
Oovemment  ol  each  appointment?  6.  On  Aprin,1304,  Amos  Ward  owed  Ocavea  di  Coon  I6S.90  on 
account.  April  1  he  aold  them  68  barrels  potatoes  at  |2,76  per  barrel.  April  8  he  gave  them  a  draft 
upon  San  Fmncleco  for  tl.SSO.  which  they  accepted  at  1  per  cent  discount  April  9  they  sold  Ward 
894  boshela  com  at  34i  cents  per  bushel.  April  16  tbey  bought  of  him  2,960  leet  lumbei  at  n.aG  per 
hundred  feet,  April  19  they  sold  him  341  dozen  chairs  at  90  cants  each.  April  21  Ward  bought  of 
tbem  1,160  eggs  at  14  cents  per  dozen,  April  2S  be  gave  them  a  note  tor  tl,B20,  Atw  lo  alxtf  daji. 
[Sd  Diet] 
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April  W  be  boogbt  of  them  2,B8a  pounds  hay  at  115  a  ton.  Iloke  an  Itemized  atatement  ol  the  above 
account  aa  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  beading:  close  the  accoaat: 
and  bringdown  the  balance  esltabould  have  appeared  May  1,  ISM. 

Third  Subject— Penmanslilp.— The  rating  on  penmansbip  will  be  determined  by  legibility, 
ispldlty,  neatness,  and  general  uppeamnce,  and  by  correctness  and  unllormlty  In  the  formation  ol 
words,  letters,  and  punctuaOon  marks  in  theeierciseotthe  fourth  subject— report  writing.  No  par- 
ticular style  of  penmanship  Is  preferred. 

FouTtli  Subject— Beport  Wilting. — In  tbia  eierclae  the  competitor  is  giyen  a  loose  statement  o( 
facta,  400  to  GOO  words  In  length,  whlcb  be  Is  to  Bummarlza  and  arrange  into  a  logical  and  complete 
reportlntheformof  alGtIerof  fromlG0to20a  worde. 

This  eiercise  Is  designed  to  teat  the  competitor's  knowledge  of  simple  English  composition  and  his 
general  Intelligence.  In  rating  the  report.  Its  errors  of  form  and  address,  spelling,  capitalization, 
puncloatloD,  syntax,  and  style,  and  tbe  arrangement,  conciseness,  and  completeness  of  the  report  are 


FltUi  SubjMtr-Coprliic  and  ConceUiig  Manuscript.— Spelling,  uae  of  capitals,  and  all  omis- 
■lons  and  mistakes  will  be  taken  In Ut  consideration  in  rating  Ikls  subject. 

DiTectbmila  t'ls cmnjMtftar.— Write  a  corrected  copy  of  tbe  manuscript  accompanying.  Correct  all 
errors  in  syntax,  spelling,  punctuallon.  and  capitalization:  write  in  full  abbreviated  wards,  etc.,  aa 
indicated.    So  not  paraphrsfe  the  language  of  the  copy,  or  Insert,  omit,  or  modify  words,  pbisses,  or 
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BliUi  HnblMt— OMsnipby  mnd  f3*H  Govenmiint  oC  tbe  CnlMd  States. -QoeetlonB  1,  2,  uid 
3o(  this  subject  are  on  geognphy  ol  the  United  SmieBand  areRtmtlftrto  queBClonal,  !,  and  1  of  sec-     ■ 
ond  srade  geography  aa  shown  under  that  subject.    Questions  4  and  6  are  on  civil  govemiDent  ol  the 
United  States.    The  [allowing  questions  have  been  used: 

4.  (a)  How  are  Justices  ol  tbe  Bapreme  Court  appointed?  {b)  How  many  amendments  bare  been 
added  to  tlie  Constitution  of  the  United  8tate«f  6.  (a)  Name  two  wajs  In  which  a  bill  may  become 
a  law  wlthoat  the  President' salgnatuce.  (b)  Name  the  following  offlclals:  Speaker  Of  the  National 
Bouse  ot  Bepiesentatlves,  Cblet  Justice  ol  tbe  United  States,  and  Secretary  of  State. 

SBCOKD-OBADB  EXAMINATION. 

1.  Spblluo:  Twentj  words  of  averaf^  difficulty  in  common  use.  2.  Akith- 
MBTic;  EmbraceB  addition,  eubtraction,  multiplication,  and  division  of  whole  nuinbera, 
and  common  and  decimal  fractiona.  3>  Letter  writino:  Test  in  the  use  of  tbe 
English  language  for  businesa  correHpondence.  i.  Penuanbhip:  Marked  on  la- 
bility, rapidity,  neatness,  and  general  appearance.  5>  CJopvihg  wbou  plain  copy: 
An  exact  copy  of  a  few  printed  lines  in  competitor's  handwriting,  ti.  Gbogbapht: 
Queations  relating  to  the  boundaries  of  States  and  to  capitals,  largest  cities,  rivers  and 
other  bodies  of  water,  and  the  location  by  States  of  prominent  cities. 

The  following  questiwis  and  t«ats  which  have  been  used  Indicate  the  general 
character  of  these  subjects: 

First  SnliJeet—SpelUiis.— Spelling  Is  dictated  by  tbe  examiner,  Tbe  words  are  written  by  the 
competitor  in  tbe  blank  spaces  indicated  on  the  flist  sheet  of  the  examination.  All  words  sboald  be 
commenced  with  capital  letters.  The  eiamlnei  pronounces  each  word  aiid  glvee  its  deSnltkiD.  Ibe 
competitor  Is  required  to  write  only  the  word  and  not  its  definition. 

Opponent:  One  wbo  opposes;  s>,  a  politics!  i^ponent,  J'i«>itl<nl.' Tbe  Chief  Executive  of  the  United 
States.  Oangjuror;  One  whoconqueia.  Wholttosie:  Healthful^  as,  wholesome  food.  AcliiaK;  To  gain; 
OS.  to  achieve  success.  TramiuU:  Quiet  or  peaceful.  Detach:  To  separate  or  remove;  as,  to  detach  a 
leaf  from  a  book.  Expentive:  Very  costly,  Deceaee:  Seatb;  as,  a  person's  decease.  yotiaabU:  Worthy 
Of  notice;  sis.  a  noticeable  occaaloD.  Satf/UHoat:  Exciting  suspicion;  as,  a  sueplcious  circumstance. 
Ttrraee:  A  raised  bant  of  earth,  Jtappftij;  Maklnganumberof  quickblows.  Laoffuage:  Thespeecb 
Ola  people;  as,  the  English  language.  Sehedult:  A  list  or  inventory;  aa,  a  schedule  of  prices.  J)/iag; 
Binding  OT  fastenlngwith  a  cord.  Vulgar:  Low  or  mean.  Qmrge:  A  way  or  track;  as,  a  race  course. 
Solary:  A  stated  allowance  paid  for  services.    Chicago:  A  city  in  the  United  States. 

SecoDd  Bnbjeet— Arlttunetlc— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ans,"  after  It. 

1.  Add  the  following,  and  from  the  sum  subtract  33,885,696  (here  will  be  given  a  short  column  of 
figures).  Z.  Multlply7.Ahy36.8,anddlvidethepn>duetbyl.92.  Solve  bydecimttls.  ».  A  carrier  can 
assort  43  lelten  or  37  papers  In  a  minute.  At  this  rate  how  many  hours  will  It  take  him  to  assort  8,e5B 
letters  and  18&  pounds  ol  papers,  averaging  7  papers  to  the  pound?  A.  A  lot  wbicb  was  53  feet  wide 
and  160  feet  long  sold  for  »8,347,B0,  which  waa  one-fourth  more  than  It  cost  What  was  the  cost  per 
sqnaiviootr  6.  In  a  certain  mall  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  the  rate 
ot  3  papers  to  every  7  ounces.    How  many  papers  are  therein  tbe  mall?   ISounces^l  pound. 

TUid  Sublcct— Letter  Wctttng.— Tbe  competitor  Is  permitted  to  write  on  either  one  ol  two  aub- 
jects  given,    Tbe  following  subject  has  been  used: 

Write  a  letter  of  not  less  than  125  words,  giving  your  views  as  to  tbe  advantages  derived  from  free 
public  libraries  iti  the  principal  cities  ol  your  State.  This  exercise  Is  designed  chiefly  to  test  tbe 
competitor's  skill  In  simple  English  compoaltlDn.  In  rating  the  letter.  Its  errors  In  form  and  address, 
in  spelling,  capitalization,  punctuation,  syntax,  and  elyle,  and  Its  adherence  to  tbe  subject,  will  be 
oonsldered. 

Fourth  Subject— FenmaDshtp.— Tbe  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  In  the  formation  of 
words,  letters,  and  punctuation  marks  In  theexerciseof  tbe  subject  of  copying  Irom  plain  copy.  No 
particular  style  of  penmanship  is  preferred. 

FUtti  Subject— Copying  Irom  Plain  Copy.- N.  B.— Paragraph,  spell,  capitalize,  and  pnnctuate 
precisely  as  In  copy.  All  omissions  and  mistakes  will  be  taken  Into  oonildaaUon  In  r&tlngtbia 
subject 

Make  an  exact  written  copy  of  tbe  following; 

No  recommendation  ot  an  applicant,  competitor,  or  eligible  involving  any  disclosure  of  bis  politi- 
cal or  religions  opinlonsor  affiliations  shall  be  received.  Sled,  or  considered  by  the  Commission,  by 
any  board  of  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
tions, or  In  Imposing  puni^ment  for  delinquency  or  misconduct,  penalties  like  In  character  shall 
be  imposed  for  like  offensea,  and  action  thereupon  shall  t«  taken  irrespective  ot  the  political  or 
lad  Di«t.] 


nllglcHU  optnlonB  or  aDUlatlDDB  of  Iheoffeoden,  A  peraoa  holding  BposlUon  an  tbe  date  wid  posi- 
tion laclaasiaed  underthe  eiTil-servlceoctshall  be  GQtlUed  to  all  the  rlgbla  and  benefits  poeaeased 
b;  p«isoDS  ol  the  um«  class  ar  grade  appobiled  apoQ  examination  under  tba  pravlBlons  of  said  act. 

Sbtfe  Subject — Geosrapby. — H.  B.— Competllors  are  cantloned  not  to  exceed  the  teqnlieiiienlB 
ol  the  questlDns  in  their  aonwers,  as  the  full  value  of  a  point  will  be  charged  for  each  iDConeut  piriat 
Id  the  answer. 

1.  Name  Stales  (or  Territortee.  U  any),  as  followi;  Two  which  border  Florida  on  the  north;  two 
which  bidder  Colondo  on  tbe  north ;  two  which  border  Men  York  on  the  east;  two  which  border 
Wisconaln  on  the  west;  one  which  borders  Oregon  on  the  north;  one  which  botdete  New  Haspahlre 
ontbeeast.  a.  Name:  ThelwolargeatrlverawhlchboideronKentucky;  the  two  largast  lakes  which 
border  on  Michigan;  Che  two  largest  sounds  on  the  coast  of  North  Carolina;  tbe  two  bodies  of  water 
which  the  Niagara  River  connects;  a  river  which  borders  on  Nevada:  the  river  on  which  Omaha  la 
■Ituated.  3.  (a)  Name  the  capital  aS  each  of  the  following-named  Btalea  (w  TerrMoTlee,  If  an;): 
Washington,  Michigan,  Arkansas,  Marjrland,  Massachusetts;  (i)  Name  themostpopulousellftiieaeh 
Of  the  lollowdng-named  States  (OT  Territories,  If  any):  Fennsrlvanla,  Oregon,  Vennonl,  Louldaoa,  Illi- 
nois. 4.  In  what  State  (or  Territory,  If  any|  Is  each  of  the  following-named  prominent  eiUeeloeatad: 
AahevUle,  Trinidad,  Amsterdam,  FIndlay,  Lynchburg,  Bedalla,  Walla  Walla,  Eceue,  Macon,  Superior. 

Sovcntb  Snhject— Beading  Addresie*  IFoMal] — Tbls  exercise  consista  of  tbe  leading  of  a  num- 
ber of  written  addresses,  which  are  pboloUtbographed  on  one  sheet.  AseoiHid  sheet  Is  tixntsbedi 
which  contAlns  the  same  addresses,  these  addresses  being  printed  and  cnntalnlng  erron  of  — i-^  — 
■ubsCltntlon,  or  Insertion.  Tbe  competitor  Is  required  to  Indicate  the  eirora  In  each  printed  addiMi 
br  underscoring  with  a  pent^,  thus,  .  any  portlou  of  a  printed  address  which  is  not  a  oenwct 

copy  of  the  written  address,  and  by  a  oaiel,  thus,  A,  any  <Hnltted  words,  flgnres,  or  lalUals.  Woids 
abbreviated  in  the  written  address,  but  printed  in  lull  in  the  printed  address,  are  regarded  as  ooneet, 
It  the  correct  words  are  printed.  DlSerences  In  punctuation  or  capitalization  are  not  regaidad  as 
enots.   The  time  allowed  will  tie  limited,  and  the  rating  will  be  determined  ou  accurecy  only. 

The  following  are  Illustrations  ol  the  method  which  should  be  punned  In  indicating  erron: 

WRITTEN  ADDHES3-COKRECT. 
PRINTED  ADDRESS— WITH  ERRORS  NOTED. 


WRITTEN  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH 
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TBIRD-ORASEI  BXAMINATTON'. 

1.  Spelung:  Twenty  ffltnple  words  in  ordinary  use.  2.  A&iTHMmc:  Embraces 
addition,  snbtraction,  multiplication,  and  division  of  whole  numbers  and  of  United 
States  money.  8.  Lkttbb  wRinHO :  Test  ia  the  use  of  the  English  lanKaage  for 
business correspoadence.  4.  Fbnkanhhip:  Hatked  on  legibility,  rapidity,  neatness, 
and  general  appearance.  5.  Coptiho  fbom  plaih  copy  ;  An  exact  copy  of  a  few 
printed  lines,  in  competitor's  handwriting.    6>  Expbriencb. 

Thb  following  questions  and  tests  which  have  been  used  indicate  the  general  char- 
acter ot  these  eobjects : 

Pint  SublMt—Spellliic.—SpelllDgl9<llclated  by  t&e  examiner.  TheffordsaxeviitteDbrtbacom- 
petitOT  Id  the  bUnk  spaces  indicated  on  the  fint  eheet  ol  Uie  elimination.  All  woidg  alionld  be  com- 
menced wlUi  capital  lettcre.  Ttie  eiaminer  pronouncea  each  word  and  gives  Its  deBnltlon.  Tbe 
compedtor  la  required  to  write  only  tbe  word  and  not  Its  definltloD. 

Sugar:  Aaweet  Bubslance  made  from  Ihe  Juice  of  the  augar  cane.  FUdge:  Something  given  as 
security.  CatUtr:  One  who  bee  charge  of  money  in  a  bank.  Pi^re:  Amarkrepiesentlnganumber. 
Carrning:  CoDTeylngortransportioglnaDy  way.  BfuuUA.'  Tbe  measure  from  pide  to  dde.  Sieeb  The 
UDount  ol  paper  made  in  one  l>ody  or  piece;  aa,  a  sheet  of  paper.  Ea^y:  In  en  easy  manner.  Fnm~ 
Her:  ThebotderorUmitaof  a  country.  Palieace:  The  stale  oi  quality  of  being  patient.  Quai:  Tbe 
act  ol  guessing;  as,  lo  guesa  at  one's  weight.  Threat;  The  act  of  threatening;  as,  to  malte  a  thieati 
DiamoRd:  A  precions  gem.  Vitit:  To  goto  see;  as,  lo  visit  a  friend.  Repair:  To  mend  or  make  over. 
as,  to  repair  clethea.  People:  The  body  ol  persona  composing  a  nation;  as,  the  American  people. 
Retjuire:  To  be  In  need  of;  aa.  to  require  money.  Greate;  Soft  animal  fat,  Antwer;  To  replyto;  as, 
lo  anawer  a  lener.    Exiit:  To  live;  aa,  to  eilat  In  poverty. 

Second  Subject— Artthmedc—In  solving  problems  the  processes  should  be  not  merely  indicated, 
but  all  tbe  figures  necessary  in  solving  each  problem  should  be  given  in  lull.  Tbe  answer  to  each 
problem  should  be  indicated  by  writing  "  Ana."  after  it, 

1,  (This  question  will  consist  of  a  short  column  of  figures  to  be  added. )  a.  Divide  2, 408,688  by 
1,7S2,  3.  UulUply  8,843  by  608,  and  then  subtract  98,716.  4.  A  merchant,  who  spent  tSSS.  bonght 
66  pounds  of  butler  at  30  cents  per  pound,  34  barrels  of  apples,  att2.2&  per  barrel,  and  spent  the 
remainder  for  coSee.  How  much  did  he  spend  forcoOee?  B.  During  the  month  of  August  4S0,00O 
bushels  of  wheal  were  shipped  from  a  certain  port.  During  September  87.960  more  bushels  were 
shipped  than  during  August.   What  was  the  total  number  of  bushels  shipped  in  the  two  monthsT 

Third  Snblsct— Letter  Wrltlnc.— Tbe  competitor  Is  permitted  lo  write  od  either  one  ol  twosu)>- 
Jects  given,    Tbe  following  subject  has  been  used ; 

Write  a  letter  containing  not  less  than  160  words  slating  some  of  the  advantages  now  derived  by 
mankind  from  the  art  of  printing.  This  exercise  Is  designed  chieSy  to  teat  tbe  competitor's  skill  In 
simple  English  compositlan..  In  rating  the  letter  Itn  errors  in  form  end  address.  In  spelling,  capital- 
liatiou,  punctuation,  syntax,  andstyle.  and  its  adherence  to  tbe  subject  will  be  considered, 

foortb  Subject— Fenmanslitp.— The  ratJng  on  penmaDsbip  will  be  determined  by  leilbllltr, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  end  uniformlCy  In  the  formatioa  Of 
words,  letters,  and  punctuation  marks  In  the  exercise  of  the  flitb  subject — copying  from  plain  copy. 
No  particular  style  of  penmanship  Is  preferred. 

Flttb  Snbject— Copying  Irom  Plain,  Copy.— N.  B. —Paragraph,  spell,  capitalize,  and  punctuate 
precisely  sain  the  copy.  All  omissions  and  mistakes  will  betaken  into  consideration  in  rating  this 
subject. 

Mate  an  exact  vvmen  copy  qf  UieJoUoaing:  . 

Tbe  present  postal  policy  Is  to  carry  newspapers  in  some  cases  free,  and  In  all  other  cases  at  mnch 
lower  rates  of  postage  than  Is  charged  for  letteis;  tlie  one  being  for  the  publlo  weal,  wliile  Iba  other 
Is  for  private  beneflC  It  the  telegraph  becomes  a  pari  of  the  service,  it  will  still  be  tbe  duly  ol  the 
Department  to  transmit  telegrams  for  the  press  at  much  lower  rales  than  for  private  indivldDals. 

BRIEF  OTTTUNE  OF  THE  RULES  FOR  RATIXG  EXAMINA- 
TION PAPERS. 

Ab  soon  as  practicable  after  an  ezaminaUon,  tbe  papers  of  the  competitors  are 
rated  and  the  averse  pen^ntage  of  each  ascertained,  and  competitors  notified 
whether  they  pass  or  fail.    The 'following  is  a  brief  outline  of  the  rules  for  rating: 

RnLia  voB  BATiNQ  spKLLitio.  From  100 

deduct— 

1.  Foreacherrorin  spelling  when  tbe  exercise  consists  of  20  words 6 

2.  For  each  error  in  capltaliiatioa 1 

3.  For  each  failore  to  use  or  for  each  wrong  uss  of  tbe  hyphen  and  for  each  improper  division 

of  a  word  into  a  cranpound  word  when  required  lo  be  written  solid S 
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dedncl- 
L  Pol  each  irioDgiicocea,  producing  incorrect  cetult,  In  proportion  to  the  anmbeiol  itepa 

Involved  and  gravity  of  error lOtoIDO 

2,  For  decimal  error  and  for  each  evaalonof  a  decimal  or  common  fraction  test 2fi 

B.  For  each  error  In  computation  or  In  copying  from  a  printed  queatlon  or  from  work 10 

4.  For  minor  errors,  such  as  wrong  Indication  of  a  correct  process,  Incorrect  or  Inoongtelent 

punctuation,  Improper  use  of  aymboleol  dealgnaUon,  Improper  or  Incorrect  designation 

ol  a  partial  or  flnal  result,  etc '  GtD  10 

5.  For  failure  to  show  work  as  required  in  solution  o(  problems 2Sto  70 

In  rating  the  letter,  lis  errors  in  form  and  address.  In  spelling,  capitalization,  punctuation,  syntax, 
■nd  style,  and  lis  adherence  to  and  treatment  of  the  subject  given  are  considered,  and  Its  value,  in 
the  judgment  of  the  examiners,  determined  on  a  scale  Of  100. 

In  determining  the  rating  for  letter  writing  It  is  proper  lor  the  examiner  to  be  guldad  hi  a  general 
wa;by  the  following  scheme:  Excellent,  95  to  90;  good,  Mto  80;  fair,  80  to  TO;  oi^lnary,  TO  to  SO; 
poor,  60  to  60;  very  poor,  50  to  26;  practically  worthless,  25  to  0. 

In  general,  In  addition  to  conelaeneea  and  completeness  of  the  summary,  the  same  elements  will 
be  conddered  Ib  rating  this  subject  as  are  considered  In  rating  letter  wrlUog,  and  the  ratingB  will  lie 
determined  upon  practically  the  same  bssls. 


Penmanship  Is  rated  according  to  its  value  on  a  scale  of  100.  In  determining  the  reUng.  legibility, 
rapidity,  neatnen,  and  general  appearance,  as  well  as  coctectneseand  uniformity  In  the  formation  ol 
words,  letters,  and  punctnatloa  marks,  are  considered,  and  Itis  proper  for  examiners  to  be  guided  In 
■  general  way  by  tbelollowing  scheme:  Excellent.  90  to  86;  very  good.  86  to  SO;  good,  80  to  75;  ordi- 
nary. 76  to  70;  poor,  TOtoWi  very  poor,  66  to  BO;  below  the  grade  of  "very  poor,"  50 to  10. 


mlCO 


1.  For  each  word  oi  figure  omitted,  repealed,  substituted,  or  Improperly  Inserted 

2.  For  each  error  la  spelling,  lor  each  transposition.  lor  each  abbreviation  not  In  the  copy, 

for  each  lallure  U>  capitalize  according  to  copy,  for  each  failure  to  punctuate  acconUng 
to  copy,  lor  each  failure  to  Indent  margin  as  In  copy,  for  each  error  IQ  paragraphing, 
and  for  Irregularity  In  left-hand  margin 

S.  For  each  mlsdlvisioD  of  a  word  at  the  end  of  a  line,  for  each  omission  or  improper  use  of 
the  hyphen  in  dividing  a  word  at  tbe  end  ola  line,  for  each  word  altered,  ii 
canceled,  for  each  blot  or  minor  erasure.  If  not  neat 

1.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  cbaigee  ai 
discretion  of  the  examiners. 


i.  For  each  error  in  spelling  (only  one  cha^e  to  be  mi 

same  word  In  the  same  manner) ;  for  each  error  in  syntax  (no  charges  to  be  made  for  conse- 
quential errors);  for  each  word  omitted,  inserted,  or  substituted  which  avoids  a  test  or 
causes  an  essential  change  in  meaning;  for  failure  to  write  any  transposition.  Insertion, 
or  Inclosure  as  Indicated;  lor  restoring  a  word  or  words  canceled  In  the  copy  (only  3  to 
be  charged  for  restoring  any  group  of  words  canceled  together  in  copy);  for  each  impor- 
tant word  omitted  Irom  a  phrase  or  other  group  of  words S 

Z.  For  making  any  transposition  of  a  word  or  group  ol  words  not  indicated;  for  each  abbrevia- 
tion; for  Irregularity  in  lef^hand  margin  (in  each  of  the  three  cases  indicated  according 
to  gravity  of  error) lto3 

8.  For  writing  part  of  the  exercise  and  then  commencing  again;  for  signing  name 5 

4.  For  each  change  in  leuse  or  number  which  does  not  result  In  an  error  of  syntax  or  radical 
change  In  meaning  (only  ouo  charge  to  be  made  lor  a  consistent  sequence  ol  changes); 
for  each  word  omitted,  inserted,  substituted,  or  repeated  which  does  not  avoid  a  tester 
cause  an  essential  change  In  meaning;  foreach  error  in  capitalization,  punctuation,  inden- 
tation, paragraphing,  or  In  division  of  words;  lor  each  omission  of  the  hyphen  or  for 
placing  It  at  tbe  beginning  ol  the  line  Instead  of  at  the  end  of  tbe  preceding  line  (total 
charges  In  either  case  not  to  exceed  5);  for  stenographic  jteriods  (only  one  cbarge  In  eiet- 
Cfse);  for  each  blot,  each  word  Interlined  or  canceled,  each  alteration  or  erasure  if  not 
neat  (not  more  than  5  to  be  charged  for  any  one  Interlineation,  cancellation,  alteration, 
or  erasure) ;  lor  omitting  an  onlmportant  word  from  phrases  or  other  groups  of  words; 
lor  the  omission  or  insertion  of  a  stroke  in  a  letter I 

G.  For  paraphrasing  the  language  of  the  text,  according  togravlty  ol  error BtolOO 

[3d  DUrt.] 


In  ntioc  Uila  iBbJeet  Mcb  subwm' Is  rated  in  the  Judirment  ol  the  eiuBineia  aceoRUng  lo  Its  thIds 
DO  K  Male  ol  100. 

When  the  qneMlon  logiiiiee  In  the  BBSiTer  ■  Eipeclfted  namber  of  8t»tes,  countrlea,  cities,  rlrera,  or 
bodies  of  wBleiB,  trte..  and  the  uwwer  eonulnea  gxe&ter  number  than  ii  reqaired  by  the  qaestlon,  e&ch 
iDcorrectpart  or  point  (hall  be  chafed  the  valne  oF  a  required  part. 


ting  on  Ihia  subject  Is  tor  accuracy  onl^.  A  charge  of  I  l^made  for  each  error  or  omlnloD  In 
tie  errori  on  the  printed  sheet  when  compated  with  the  Oorrec  t  written  addreesea  glxen  The 
»  between  the  sum  of  the  errors  thus  lound  and  100  is  the  rating  on  this  subject. 


ta  value  on  a 


The  geography  will  be  rated  as  Indicated  abore. 

In  is.tlng,  each  answet  will  be  raMd  in  the  judgment  of  the  examiners  aceordiag  tn 
scale  oE  100. 

When  the  question  requires  In  the  answer  s  apeolfled  number  of  parts  or  points,  and  the  answer 
glyen  Includes  a  greaternnmbei,  eachlncorrectpart  or  point  shall  be  charged  the  value  of  a  required 
part. 

By  order  of  the  CommissioD: 
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HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

tj.  Vacandea  in  all  poeitions  covered  by  this  publicatioD  are  filled  by  open  com- 
petitive examination,  nnless  filled  by  reinatatement,  transfer,  or  promotion.  Per- 
Bone  who  wish  to  take  any  of  the  examinations  described  should  follow  the 
directions  contained  in  this  pamphlet.  In  writii^  for  application  forms  or  other 
information  the  name  of  the  examination  deaired  should  always  be  stated.  The 
applicatJon  form  when  received  should  be  carefully  filled  out  in  accordance  with  the 
instructions  printed  thereon  and  mailed  without  delay  to  the  Secretary,  Fourth  Civil 
Service  District,  Washington,  D.  0.  If  the  application  is  received  by  the  district 
secretary  within  the  prescribed  time  for  the  close  of  receipt  of  applications,  and  the 
applicant  is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him 
admitting  him  to  the  examination  if  a  mental  test  is  required.  {For  information 
concerning  certification  and  eligibility,  see  pi^  18.) 

7.  The  time  of  filing  application  sometimes  determines  the  relative  poaition  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  register  ahead  of  the 

8.  A  large  number  of  communicatiota  are  received  in  which  the  writers  fail  to 
give  their  full  post-office  addressee,  and  in  many  cases  the  letters  are  not  signed. 
Applicants  sboold  see  that  their  names  are  plainly  and  correctly  written  and  their 
poet-office  addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applica- 
tions foil  to  reach  the  district  secretary  on  account  of  not  having  sufiicient  postage 
attached.  It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  rc^ty 
from  the  district  secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  following  shall  be  sofflcieat  cause  for  excluding  a  person  from  ex- 
amination: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  all^iance  to  the  United  States. 
(See  sec.  13.) 

(b)  That  he  is,  on  the  date  of  the  examination,  under  the  minimom  or  over  the 
maximum  i^  Umitation,     (See  sec.  20.) 

(c)  That  be  has,  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  of  both  arms  or  both  l^St  loss  of  arm  and  leg,  badly  crippled 
or  deformed  bands,  arms,  feet,  or  legs,  organic  heart  disease,  locomotor  ataxia, 
cancer,  Brigbt's  disease,  diabetes,  or  is  otherwise  physically  disqualified  for  the 
service  which  be  seeks, 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excess. 

(e)  That  be  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  hie  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Mavy,  respectively.  (Written  permission  must  be  filed  with  the  format  appli- 
cation.) , 

(0  That  be  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  again  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(<;)  That  he  has  been  dismissed  from  the  federal  service  for  delinquency  or  mis- 
conduct within  one  year  preceding  the  date  of  his  application.  Whether  or  not  an 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed 
from  the  service  rests  with  the  Commisaion,  and  each  case  of  this  character  will  be 
considered  on  its  individual  merits. 

(A)  That  he  has  failed  after  probation  to  receive  absolute  appointment  to  the  pod- 
tion  for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  ol 
his  probationary  service.     (See  sec.  149.) 
(4tb  DlBt.] 
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:)  That  he  has  made  a  false  Htatement  in  bis  appUcatJon,  or  hae  been  golltf  of 
id  or  deceit  in  any  manner  connected  with  his  applicatJon  or  examinaticm,  or  haa 
a  gnilty  of  crime  or  infamous  or  notorionalj'  di^^ntcefnl  condnct 
)  That  he  haa  been  diecharmd  for  deeertaon  from  the  military  or  naval  serrice  of 
United  Statee  imder  section  1998,  Revised  8tatnt««. 

DEAF-MUTES. 
).  The  Preddent,  on  April?,  1009,  issoed  the  following  executive  order  in  regard  to 
admieeion  of  deaf -mates  to  civil-service  esaminatjons: 

Al-DiTiUa  nut;  be  admitted  to  examliiBttons  for  all  pUrei  In  the  daarifled  clvtl  aervlce  of  the 
ed  States  whose  dotlea.  In  theopiDlOD  of  the  beads  of  the  several  eiecuttve  departmenll.  the; 

be  conaldered  capable  ot  perlormlug,  and  each  department  wtll  fnrntiih  to  the  Civil  Service 
mlnloD  a  Hat  of  snoh  pcnitlODe,  vbioh  list  shall  not  be  changed  without  prevfoos  notice  to  the 
mlBston  and  in  accordance  with  which  the  Commlaslon  shall  certlfr  or  withhold  from  certlflca^ 
deal-mutes  as  they  are  reached  in  their  order. 
onn  1786,  conttuninga  list  of  examioatians  to  which  deaf-mutes  will  be  admitted, 

be  sent  upon  request. 

OTHER  GENERAL  INFORMATION. 
I.  Many  applicants  fail  to  execute  their  applications  properly  or  fail  in  theexsmi- 
ons  not  through  a  lack  of  knowledge,  but  largely  through  haste  and  carelessness 
eading  and  interpreting  queetione  and  in  writing  the  answers.    In  filling  out  the 
licatibn  great  care  sboald  be  exercised  and  every  requirement  fully  complied  with. 
he  examinations,  while  eompedtore  must  complete  their  work  within  a  prescribed 
B,  the  time  allowed  is  ample  for  the  careful  consideration  of  every  question  given. 
!.  Under  section  28  o(  the  Cdmlnal  Code  of  tht  United  States  an?  false  statement 
tn  application,  alteration  of  a  voucher  or  certificate,  or  the  presentation  to  the  . 
unlBslon  of  any  snoh  paper  Is  a  violation  of  the  law.    A  nnmhei  ot  convlotloiis 
ersons  etiUty  under  the  statute  mentlooed  have  been  secued. 
i.  All  appUcants  must  make  oath  in  their  applications  to  th^  United  States  dti- 
thipor  alle^ance.    In  the  case  of  a  foreign-bom  citizen  dtizensliipmuBt  be  fully 
fed  in  one  of  the  following  ways: 

i)  If  naturalized  directly,  the  apphcant's  final  certiflcat«  of  natnraliEation  most 
ubmitted.  It  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
1  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
'e  the  applicant's  identity  with  the  peiaon  to  whom  the  naturalization  certificate 
issued  by  submitting  the  affidavits  of  two  disinterested  citizens  to  the  effect  that 
applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 
)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
naturalization  certificate  of  such  parent  most  be  submitted,  together  with  afll- 
ts  of  two  disinterested  citizenfl  ttiat  the  applicant  is  the  reputed  child  ot  the  person 
tturalized. 

I  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
!,  accompanied  by  the  final  naturalizatiob  certificate  of  the  husband,  must  be 
litted. 

)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  milage  certificate 
■  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
inBband(the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
in.     Such  affidavit  should,  if  possible,  show  place  and  date  of  the  husband's 

If  the  applicant  is  the  child  of  American  citizens  temporarily  resident  abroad 
etimeof  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
e  facts  as  claimed.  If  the  parents  are  naturalized  citizens,  their  citizenship 
be  proved  as  in  (&)  above. 
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(/)  If  the  applicant  has  hecn  honorably  diBcharged  from  the  Regular  or  Volunteer 
Anny  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  dtizenship  upon  filing  petition  with  the  proper  court,  as 
provided  by  section  2166,  Revised  Statntea. 

14.  An  application  from  a  foreign-bom  pereon  claiming  eitizenahip,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court  that 
iBsned  them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should 
be  obtained. 

15.  Whenever  a  person  has  filed  with  the  Commission  proof  o£  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  hut  he  should  state  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 
citizenahip. 

16.  The  Gommissfon  is  not  responsible  for  delay  in  receipt  of  appUcatJons.  Appli- 
cations sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applicatjons,  whether  sent  by  mcul  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  com- 
pleted. Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the 
Commission  to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  membere 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  eligible  forappointmenttoanyof  the  sud  grades.  TheAttoi^ 
ney-General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  mem- 
bers of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service 
act  the  Commission  is  authorized  and  required  to  withhold  from  certification  the 
name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application  for 
examination,  it  is  found  that  two  or  mora  members  of  the  applicant's  family  are  in 
the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise  eligi- 
ble, but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more  mem- 
bers of  his  family  are  in  the  service. 

20.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years,  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  oo 
the  date  thereof  he  has  reached  his  fortieth  birthday.     (See  sec.  96. ) 

21.  The  Commission  will  close  the  distribution  or  receipt  of  applications  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  has  been  distributed  or 
received. 

22.  If  the  needs  of  the  service  make  such  action  desirable,  the  Gommiseion  may 
postpone  or  cancel  an  examination.  When  ao  examination  is  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.  In  case  of  postponement, 
notice  of  the  date  on  which  the  examinatioa  is  to  be  held  will  be  sent  as  soon  as  the 
date  is  determined. 

[«h  Dlat.] 


),.vGoo<^Ic 


5 

CIVIL-SEBVICE  SCHOOLS   AND  INSTITUTES. 

.  The  CoroniiBsion  has  no  connection  with  any  civil-service  school  or  institute 
g  buBiiieBa  by  (^irespondence  or  otherwise,  and  haa  no  information  to  furnish  in 
fd  to  such.  Their  representatives  are  not  permitted  to  inspect  the  examination 
<rs  of  competitor.  Authentic  information  in  regard  to  examinations  may  be 
ined  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
and  without  cost 

IRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS, 

.  For  positions  in  field  branches  of  the  service  which  require  a  mental  teet  hut 
lot  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
ctilty  are  held,  namely; 

First  grade,  or  clerical. 

Second  grade,  or  minor  clerical. 

Third  grade,  or  subclerical. 
i.  Ellglbles  on  the  first  and  third  grade  registers  will  he  certified  for  fliiine  vacsn- 
Bs  tliey  may  aocni  In  any  brancli  of  the  field  service  in  positions  covered  by  the 
le  ol  examination  they  have  passed.  (See  rules  governing  ceitlflcationE,  page  18.) 
llcants  lor  the  first  and  third  grade  examinations  should  therefore  apply  (or  "  all 
dcei "  In  their  applloattons,  unless  there  are  one  or  more  services  In  which  tliey 
.  not  accept  appointment.  In  this  event  they  shonld  specifically  enumerate  In 
X  appllcationa  the  services  in  which  appointment  is  NOT  desired  In  order  that 
Ir  names  may  not  be  certified  for  those  services.  The  second-grade  examination 
iven  for  the  positions  ot  clerk  and  carrier  In  the  Post-Ofiloe  Serrice,  and  seldom 
any  other  posltlans. 

8.   A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
r  is  not  desired  must  be  made  in  writing;  otherwise  no  change  will  l)e  made. 
7.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  the  same 
e  or  during  the  same  series  of  examinations. 

THE  FIRST  ORADB,  OR  CLERICAI.,  EXAMINATION. 

E^or  description  of  examination,  sample  questions,  etc.,  see  pa^ce  20.) 

i.  Tie  minimnm  ^e  limit  for  this  examination  is  18  yeara;  there  is  no  maximum 

).  Application  form  1371  is  required. 

).  This  examination  iagiven  for  the  positions  of  assistant  weigherand  day  inspector 
:ept  at  the  pod;  of  Baltimore),  cleric,  inspectresa,  storekeeper  (classed  as  clerk), 
uty  officer,  ganger  and  sampler  in  the  Custom-House  Service;  clerk,  office  deputy 
ector,  division  deputy  collector,  gauger,  storekeeper,  and  storekeeper-^ai^r,  in 
Intemal-Kevenue  Service;  the  position  of  office  deputy  United  States  marshal, 
clerical  positions  Tequiringelmilarqnalifications  in  the  services  named  and  other 
1  branches.  Persons  desiring  examination  for  any  of  these  positions  should 
ly  for  the  "First  Grade,  or  Clerical,"  examination. 

I.  This  examination  will  be  held  annually  on  the  first  ^turday  in  February, 
he  following-named  places: 

Tict  of  Columbia:  Maryland — Continued. 
Washington.  Cumberland. 

■yland:  Eaaton. 

Annapolis.  Hagerstown. 

Baltimore.  Salisbury. 
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North  Garolina: 
A8hevill& 
Charlotte. 


Lyncfahoig- 
Newport  News. 
Norfolk. 
FeterBbnig. 
KchmcHid, 
Boanoke^ 
Stiuinton. 
Wincheetn'. 
West  Virgmia: 
Blnefield. 
Charleston. 
ClarksbaTK- 
Hantiiigtoii. 
Hartiiisbiirg. 
Parkerabnrg. 
Wheeling. 


iaimbeth  CSity. 
Greensboro. 
Newbern. 
Raleigh. 
Statesrille. 
WOmiugtoa. 
WiDstoD-Salem . 
Virginia: 

Abii^on. 

Alexandria. 

Charlottearille. 

Danville. 

Fredericksbiug. 

32.  Application  blanks  may  be  secnred  between  the  Ist  of  October  and  the  2d  oi 
January,  either  from  the  local  aecretariee  at  the  poetrofficee  in  the  cities  named 
(except  Washington,  D.  C.)  or  from  the  Secretary,  Fourth  Civil  Service  District, 
Washington,  D.  C.  Applications  to  receive  consideration  for  the  February  examina- 
tion most  be  filed  with  the  district  secretary  at  Washington  not  later  than  the  boor 
of  closLDg  basine»  on  January  2.  Applications  received  after  the  time  specified  will 
not  be  accepted. 

33.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the  annual 
essmidation  in  February,  dne  annonncement  of  such  extra  examinations  will  be 
made  in  the  public  press. 

34.  A  person  who  has  passed  the  flral^iCTBde  examination  for  field  services  can  not 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the  exam- 
ination he  has  passed,  even  though  he  desires  to  enter  the  examination  in  another 
city.     (See  sec  9/.) 

35.  A  peraoa  whofaila  inthe  ex 
less  of  the  time  intervening. 

THB   SBCOND    ORADB,   O 

(For  description  of  examination 

36.  Thia  examination  is  given  fo 
in  the  Poet-Office  Service,  and,  i 
services.  Fnll  information  concei 
places  of  examinations,  will  be  tw 

37.  Should  racandea  occur  in  n 
other  than  the  Poet-Office,  they  wi 
grade  subjects  as  shown  on  page ! 
examinations  will  be  held  only  wh 
in  the  public  preBB. 

TBB  THIRD  ORADB,  i 

(For  description  of  examination 

38.  The  minimum  age  limit  for  I 
agelimiL 
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9.  Applicatiou  and  examination  form  1800  ia  required. 

Q.  This  exomiiiBilJon  ia  given  for  the  poaitiong  of  attendant,  foreman,  and  night 
sector  in  the  Custom-HoUHe  Service,  and  for  meaaenger,  watchman,  classifled 
orer,  akilted  laborer,  and  podtJODa  requiring  atmilar  qualifications,  in  the  service 
ned  and  other  field  branches.  (Specific  information  concerning  examinations  for 
positions  of  elevator  conductor  and  measenget  boy  will  be  found  on  pages  14 
1 16. )  Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  pod- 
le,  except  elevator  conductor  and  messsenger  boy,  should  apply  for  the  "  Third 
ide,  or  8ubclerical,"  examination. 

1.  This  examination  will  be  held  annually  on  the  first  Saturday  in  Februaiy  at 
cea  at  which  the  flrst^^rade  examination  will  be  held  as  indicated  in  section  31. 

2.  Application  blanks  may  be  secured  between  the  lat  of  October  and  the  2d  of 
iitary,  either  from  the  local  secretaries  in  the  dtiea  named  (except  Washington, 
C.)  or  from  the  Secretary,  Fourth  Civil  Service  District,  Wadiington,  D.  0. 
plications  to  receive  consideration  for  the  February  examination  most  be  filed 
ii  the  district  secretary  at  Washington  not  later  than  the  hour  of  closing  business 
January  2.    Applications  received  after  the  time  specified  will  not  be  accepted. 

13.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
Anciea  occur  in  third-grade  positions  for  which  female  eligibles  are  dedred  exami- 
lions  will  be  duly  announced  in  the  public  press. 

14.  Should  it  become  necessary,  to  meet  the  needs  of  tbe  aervice,  to  hold  examina- 
as  at  any  of  the  places  named  in  aection  31  or  other  places  on  dates  other  than  that 
the  annual  examination,  due  announcement  of  such  extra  examinations  will  be 
ule  in  the  public  press. 

15.  A  person  who  has  passed  the  tiurd^rade  examination  for  field  services  can  not 
te  the  same  examinatjon  within  approximately  one  year  of  the  date  of  the  exami- 
tion  be  has  passed,  even  though  he  deeires  to  enter  the  examination  in  another 
y.    (See  sec.  9/.) 

16.  A  person  who  fails  in  the  examination  may  take  the  next  examination,  r^ard- 
e  of  the  time  intervening. 

47.  Applicants  for  the  third-grade,  or  aubclerical,  examination  must  be  able-bodied 

d  pbyBlcally  capable  of  performing  manual  labor. 

cal,  examination  may,  upon 
applicants  for  the  podtion  of 
juldering  125  pounds  weight. 
erical  examination  it  will  be 
It  an  appointing  ofilcer  re- 
e  persons  capable  of  perform- 
poaition,  certification  will  be 
examination  who  have  also 


For  poaitJonB  in  this  service  as 
M>llector,  ganger,  storekeeper, 


■Itioiu.    (See  seoi.  84,  U,  SO, 
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50.  PeraoDB  who  paaa  the  examinatioo  held  at  the  followiog-named  places  will  be 
eligible  for  appoiotment  in  the  internal-revenue  eerrice  in  the  internal-ri 
trict  in  which  euch  places  are  located,  as  indicated  below: 


The  Internal- Revenue  District  of  West 
Virginia; 

Bluefield,  W.  Va. 

Charleston,  W.  Va. 

Clarkshui^,  W.  Va. 

Huntington,  W.  Va. 

Mftrtinaburg,  W.  Va. 

Parkersburg,  W.  Va. 

Wheeling,  W.  Va. 
The  Fourth  Internal-Revenue  District  of 
Morth  Carolina: 

Durham,  N.  C, 

Elizabeth  City,  N.  C. 

Greensboro,  N.  C. 

Newbern,  N.  C. 

Raleigh,  N.  C. 

Wilmington,  N.  C. 
The   Fifth   Internal-Revenue  District  ol 
North  CaMlina: 

Asheville,  N.  C. 

Chariotte,  N.  C. 

Btatesville,  N.  0. 

Winston-Salem,  N.  C. 


The  Second  Intemal-ItevenQe  District  ot 
Virginia: 

Fredericksburg,  Va, 

Newport  News,  Va. 

Norfolk,  Va. 

Petersburg,  Va. 

Richmond,  Va. 
The  Sixth  Int«mal-R« venae  District  of 
Virginia: 

Abingdon,  Va. 

Alexandria,  Va. 

CbarlotteHville,  Va. 

Danville,  Va. 

Lynchburg,  Va. 

Roanoke,  Va. 

Staunton,  Va. 

Winchester,  Va. 
The  Internal-Revenue  District  ol  Mary- 
Annapolis,  Md. 

Baltimore,  Md. 
-  Cumberland,  Md. 

Eaaton,  Md. 

Hagerstown,  Md. 

Salisbury,  Md. 

Washington,  D.  C. 
(For  description  oE  examination,  see  page  20,  for  date  of  examination,  see  sec.  31.) 

51.  Storekeepers  and  gaugers  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggregate  compensation  does  not  exceed  1^500 
per  annum,  are  not  subject  to  competitive  examination,  except  in  the  Fifth  Internal- 
Revenue  District  of  North  Carolina. 

52.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  registers  established  as  a,  result  of  the  third  grade,  or 
subclerical,  examination.  (For  description  of  examination,  seepages  20 and  24;  Cor 
date  of  examination,  see  sec.  41. ) 

CUSTOM-HOUSE  SERVICE. 

63.  The  first  grade,  or  clerical,  examination  is  ^ven  for  positions  in  this  service  as 
follows:  assistant  weigher  and  day  inspector  {except  at  the  port  of  Baltimore),  clerk, 
inspectresi,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and  sampler. 

54.  The  third  grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attendant,  foreman,  night  inspector,  messenger,  watehman,  and  classified  laborer. 

Applicants  for  first  or  tUrd  grade  examinations  Ehonld  not  apply  for  a  specific  posi- 
tion ot  positions.    (See  sections  S4,  36,  30,  and  40.) 

a  The  Internai-reyenne  district  of  Maryland  also  Includes  the  State  ol  Delaware,  which  is  In  the 
Tblrd  Clvll-Servlce  Dlatilct.  Peisoos  passing  the  examination  at  an;  of  the  places  named  in  Ihe 
inlemal-Tevenue  dlBtrl<!t  of  Maryland  vlU  be  eligible  for  appointment  (o  positions  in  tlie  Intemal- 
Reveaue  Service  in  DelawBie.aa  well  as  in  Maryland  and  the  DlitCricCoC  Columbia.  They  will  not, 
however,  aa  a  result  ol  passing  the  examination  for  li<:lc1  posilions.  be  eligible  for  nppoititment  (o 
positions  in  the  office  of  the  Commissioner  of  Internal  Revenue  in  the  Treasury  Department  at 
Wosbinglon. 
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55.  The  pOHitions  of  assistant  wewher  and  day  inspector  at  the  port  of  Baltimore 
are  filled  by  promotion  or  transfer. 

56.  Examinations  will  be  held  annually  for  cuetom-houeea  at  the  following-named 

Alexandria,  Va.  Newbem,  N.  0.  Richmond,  Va. 

Annapolis,  Md.  Newport  News,  Va.  Washington,  D.  C. 

Baltimore,  Md.  Norfolk,  Va.  Wheeling,  W.  Va. 

Elizabeth  aty,  N.  C.  Petersbui?,  Va.  Wilmington,  N.  C. 

( For  description  of  examinations,  see  pages  20  and  24;  tor  date  of  examinations, 
see  sees.  31  and  41.) 

57.  Examinations  for  the  custom-houses  at  Beaufort,  N.  C.,  Cape  Charles  City, 
Va.,  CrisSeld,  Md.,  and  Tappahannock,  Va.,  will  be  held  only  when  eligibles  are 
needed  and  due  announcement  will  be  made  in  the  public  press.  , 

58.  In  filling  vacancies  in  the  Custom-House  Service,  certification  will  be  made  of 
the  names  of  eligibles  examined  at  the  port  at  which  the  vacancy  exists,  except, 
where  examinations  are  held  also  at  subporta  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  e^iamined  at  the  port  and  at  eubports. 
Vacancies  occurring  in  custom-houses  at  subporte  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  subporta  in  the  same  customs  district 

59.  Examinations  for  the  positions  of  assayer,  cashier,  chief  or  special  deputy  col- 
lector, deputy  naval  officer,  depnly  surveyor,  examiner  and  weigher,  are  held  only 
when  eligibles  are  needed,  and  will  be  duly  announced  in  the  pubhc  press. 

60.  The  examination  for  opener  and  packer  will  consist  of  the  third  grade,  or  sub- 
clerical,  subjects,  with  a  weight  of  10  per  cent;  experience,  60  per  cent;  and  physical 
ability,  30  per  cent.  Special  credit  will  be  given  for  experience  in  opening  and 
packing  general  merchandise.  Application  and  examination  form  1800  is  required. 
This  examination  will  be  held  only  when  eligibles  are  needed,  and  due  announce- 
ment of  examinations  will  be  made  in  the  public  press, 

61.  For  most  positions  of  boatman  a  noneducational  examination  is  given.  A  few 
such  positions  require  also  a  menial  (est,  and  in  such  cases  the  examination  will 
consist  of  the  educational  subjects  of  the  third  grade,  or  subclerical,  examination 
with  a  weight  of  20  per  cent;  experience,  60  per  cent;  and  physical  ability,  30  per 
cent.  When  no  mental  test  is  required,  the  examination  will  consist  of  the  subjects 
of  expenence  and  physical  ability.  When  a  noneducational  examination  is  given, 
applicants  are  not  required  to  appear  at  any  place  for  examination.  Application 
and  examination  form  1800  is  required.  This  examination  will  be  held  only  when 
eligibles  are  needed,  and  due  announcement  of  examinations  will  be  made  in  the 
public  press, 

62.  There  are  no  positions  in  the  Cuatom-House  Service  in  the  Fourth  Civil- 
Service  District  which  are  filled  from  the  second  grade,  or  minor  clerical,  register. 

63.  In  the  Custom-House  Service  women  are,  unless  otherwise  specified,  eligible 
for  appointment  to  the  following-named  positions  only:  deputy  collector,  deputy  sur- 
veyor, clerk,  stenographer  and  typewriter,  inspectress,  and  cashier. 

64.  At  the  port  of  Baltimore  the  entrance  salary  for  clerks  is  $840  per  annum, 
with  a  provision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satis- 
factory Bervice. 

POST-OFFICE  SERVICE. 

65>  For  the  positions  of  clerk  and  carrier  for  city  delivery  the  second  grade,  or 
minor  clerical,  examination  is  given.  (For  description  of  this  examination,  see 
pages  20  and  22.) 

66.  Applicants  for  examination  for  appointment  to  the  Post-Office  Service  should 
apply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  npon 
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the  positioii  or  poentjons  deeired.    (See  sec.  79.)    Application  should  not  be  made 
tor  the  "second  grade"  or  "minor  clerical"  examination. 

67.  Application  form  1371  is  required. 

68.  The  minimum  and  maximum  i^  limits  for  the  Post-Office  Service  are  18  and 
45  years,  respectively.  The  age  limits  are  waived,  however,  in  the  cases  of  persons 
honorably  disciiarged  from  the  military  or  naval  service  by  reaeon  of  ditalnlity 
resulting  from  wounds  or  sickness  incurred  in  the  line  of  duty. 

69.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  sepa- 
rated from  their  husbands  and  support  themselves. 

70.  Applicants  for  the  Post-Office  Service  are  required  to  be  phjrsically  sonnd  and 
in  good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no 
person  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
to  the  position  of  carrier  in  the  Post-Office  Service:  Hunchbacks;  persons  having 
defective  hearingr  BiRht,  or  speech;  persons  blind  in  one  eye;  one-armed,  one- 
tianded,  or  one-legged  persons,  or  those  having  crippled  arms  or  legs,  or  those 
snfferii^  from  asthma  or  hernia.  These  defects  will  also  debar  a  person  from 
appointment  to  the  position  of  clerk  in  the  Post-OSce  Service,  except  that  deaf 
mutes  and  persons  with  defective  speech  or  hearing  may  be  appointed  to  the  posi- 
tions of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk.  Applications 
from  persons  who  are  not  entitled  to  examination  on  account  of  physical  defects 
will  be  canceled,  unless  such  persons  are  honorably  discharged  United  States  soldiers 
or  s^Iors,  entitled  to  preference  under  section  1754,  Revised  Statutes  of  the  United 
States.  (See  sec.  9c,  tor  physical  detects  which  will  debar  persons  from  any  esami- 
nation.) 

71.  Male  applicants  must  measure  not  less  than  5  feet  4  Inches  in  height  in  bare 
feet,  and  weigh  not  less  than  125  pounds  withoot  overcoat  and  hat.  Female  appli- 
cants are  not  required  to  be  of  any  specific  height  or  weight. 

72.  Unless  otherwise  specified,  applicants  for  positions  in  the  Poet-Offlce  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  iu  the  office  for  which  examined. 

73.  Examinations  for  the  following-named  first-class  offices  will,  so  far  as  prac- 
ticable, be  held  on  the  first  Wednesday  or  Saturday  in  November  of  each  year: 


Asheville,  N.  G.  (Wednesday). 
Baltimore,  Md.  (Wednesday). 
Charleston,  W.  Va.  (Saturday). 
Charlotie,  N.  0.  (Wednesday). 
Charlottesville,  Va.  (Saturday). 
Clarksburg,  W.  Va.  (Wednesday). 
Cumberland,  Md.  (Wednesday). 
Danville,  Va.  (Saturday). 
Durham,  N.  C.  (Wednesday). 
Fairmont,  W.  Va.  (Saturday). 
Greensboro,  N.  0.  (Saturday). 
Hagerstown,  Md.  (Wednesday). 
Huntington,  W.  Va.  (Saturday). 


Lynchbui^,  Va.  (Saturday). 
Newport  News,  Va.  (Wednesday). 
Norfolk,  Va.  (Wednesday). 
Parkersburg,  W.  Va.  (Wednesday). 
Petersburg,  Va.  (Wednesday). 
Portsmouth,  Va.  (Saturday). 
Raleigh,  N.  C.  (Wednesday). 
Richmond,  Va.  (Wednesday). 
Roanoke,  Va.  (Wednesday). 
Washington,  D.  C.    (See  sec.  75.) 
Wheeling,  W.  Va.  (Wednesday). 
Wilmington,  N.  C.  (Wednesday). 
Winston-Salem,  N.  C.  (Saturday). 


74.  Blank  forms  of  application  may  be  obtt^ned  only  between  July  1  and  October 
1,  either  from  the  "Secretary,  Fourth  Civil  Service  District,  Washington,  D.  C," 
or  from  the  local  secretary  at  the  ofBce  where  appointment  is  desired.  Applications 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Washington, 
D.  C,  betweenJnty  land  theclose  of  businesson  October  1. 
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76.  BxamJnatioiie  for  the  Washington,  D.  0.,  poet-office  will  be  held  on  the  fiist 
Wedneaday  in  November  ot  each  year.  Application  blanks  may  be  obtained  from 
the  "Socrelary,  Fourth  Civil  Service  District,  Washington,  D.  C,"  between  July  1 
and  October  15.  ApplicationB  shonid  be  properly  executed  and  filed  with  the 
diatrict  secretary  at  WaehingtoD  between  July  1  and  the  close  of  bosinees  oq 
October  15. 

Apj^eatloni  for  tlie  November  ezamliutioiii  ]^Beiited  at  otliei!  times  will  not  be 
aooepted. 

76.  Whenever  extra  examinations  may  become  necessary,  to  meet  the  needs  of  the 
service,  due  annonncementa  wilt  be  made  of  the  dates  and  places  of  Bucb  examina- 
tions, and  also  of  the  time  allowed  for  the  filing  of  applications. 

77.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exam- 
ination for  more  than  one  first-class  post-office.  This  restriction  will  not  apply, 
however,  when  an  examination  is  held  for  any  of  theee  offices  on  a  date  other  than 
that  of  the  r^ular  annual  examination  in  November.  Such  extra  examinations  will 
be  held  only  when  eligiblea  are  needed,  and  will  be  duly  announced. 

7S.  A  person  who  passes  an  examination  can  not  be  examined  agtun  for  the  same 
post-office  within  approximately  one  year  of  the  date  of  the  examination  he  has 
passed.  (See  sec.  8/ )  A  person  who  fuls  in  an  examinatjon  may  take  the  next 
examination,  regardless  of  the  time  intervening. 

79.  For  the  following-named  offices  the  names  of  male  eligiblea  will  be  entered  on 
only  one  repster— namely,  the  "clerk"  or  the  "carrier"  register— and  male  appli- 
cants for  theee  offices  mutt  mdlcale  in  their  appUealiom  whether  they  desire  the  posi- 
tion of   " clerk"  oi ot  " carrier.-" 

Baltimore,  Md.  Portsmouth,  Va.  Waahii^lon,  D.  C. 

Norfolk,  Va.  Richmond,  Va.  Wheeling,  W.Va. 

SO.  A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  appli- 
cant must  bemade  in  writii^  and  be  received  by  the  district  secretary  on  or  before  the 
date  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 

81.  The  name  of  each  male  eligible  tor  any  post-office  not  mentioned  in  the  para- 
graph numbered  79,  above,  will  be  entered  on  both  the  male  clerk  and  carrier  registers 
and  will  be  certified  (considered)  in  its  order  for  vacancies  occurring  in  the  position 
of  either  male  clerk  or  carrier  without  retard  to  anj'  choice  of  position  expressed  by 
the  eligible  in  his  application.  The  postmaster  is  required  to  make  selection  for  the 
first  vacancy  from  not  more  than  the  highest  three  names  on  the  raster,  and  tor 
the  second  vacancy  he  shall  make  selection  from  not  more  than  the  highest  three 
remaining  which  have  not  been  within  his  reacli  for  three  separate  vacancies.  The 
third  and  any  additional  vacancies  shall  be  filled  in  like  manner.  An  eligible  who 
has  been  within  reach  for  three  separate  vacancies  in  either  position  in  his  turn  may 
be  subsequently  selected  for  that  position  subject  to  the  approval  of  the  Commission, 
from  the  certificate  on  which  his  name  last  appeared,  if  the  condition  of  the  raster 
has  not  so  changed  as  to  place  him  in  other  respects  beyond  reach  of  certification. 
The  name  of  a  male  eligible  must  have  been  within  reach  for  tliree  separate  vacan- 
cies in  a  position  before  his  name  may  be  passed  over  in  making  selection  for 
appointment  to  that  position.  Nonselection  from  one  register  or  declination  of 
appointment  when  selected  will  not  affect  the  eligible's  standing  on  the  other  regis- 
ter. Appointment  from  either  register  will  remove  the  eligible's  name  from  both 
rasters. 

82.  In  the  Post-Office  Service  appointmenta  are  usually  made  to  the  position  of 
substitute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

83.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
service  are  divided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
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salary  (800;  third  grade,  aalarj'  (900;  fourth  g»de,  salary  (1,000;  fifth  grade,  salary 
$1,100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  firetrclass  offices  will  be  pro- 
moted sncceasively  to  the  fifth  grade,  and  clerks  and  carrierH  at  second-class  offices 
will  be  promoted  successively  to  the  foorth  grade. 

84.  Allpromotionsof  both  clerks  and  carriers  will  be  made  at  the  bepnning  of  the 
quarter  following  the  expiration  of  the  year's  service  ia  the  next  lower  grade.  No 
promotion  will  be  made  except  npon  evidence  satisfactory  to  the  Poet-office  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  fails  of  promotion  because  of  unBatisfactory  service,  he  may 
be  promoted  at  the  banning  of  the  second  quarter  thereafter,  or  of  any  subBequent 
qnarter,  on  evidence  that  bis  record  has  been  satisfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eligi- 
ble for  promotion  to  the  higher  positions  in  said  post-offices. 

85.  Any  male  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carriM 
is  eligible  for  transfer  to  the  service  of  a  clerk. 

86.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Snch  auxiliary  employees,  however,  are  required  to  work  not  leas  than  two  hours 
daily,  and  may  serve  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and 
carriers  of  the  first  grade. 

87.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
clerks  and  carriers,  and  they  are  el^ble  for  appointment  as  auxiliary  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

88.  Examinations  for  the  following-named  second-kilaGs  offices  will  be  held  only 
when  eligibles  are  needed  (due  announcement  ol  which  will  be  made) ,  and  applica- 
tion blanks  will  not  be  given  out  until  the  examinations  are  announced: 


Alexandria,  Va. 
Annapolis,  Md. 
Bedford  City,  Va. 
Bluefield,  W.  Va. 
Buckhannon,  W.  Va. 
Cambridge,  Md. 
Charles  Town,  W,  Va. 
Clifton  Forge,  Va. 
Concord,  N.  C. 
Easton,  Md. 
Elizabeth  aty,  N.  C. 
Elkins,  W.  Va, 
Farmville,  Va. 
Fayetteville,  N.  C. 
Frederick,  Md. 
Fredericksbuig,  Va. 


Frostburg,  Md. 
Gastonia,  N.  C. 
Goldsboro,  N.  0. 
Grafton,  W.  Va. 
Hampton,  Va. 
Harrisonburg,  Va. 
Henderson,  N.  C. 
Hickory,  N.  C. 
Highpoint  N.  C. 
Keyser,  W.  Va. 
Kinston,  N.  G. 
Lexington,  Va. 
Manchester,  Va, 
Mannington,  W.  Va. 
Martinsburg,  W,  Va. 
Morgantown,  W.  Va. 


Mounds ville,  W.  Va. 

Newbem,  N.  C. 
Bocky  Mount,  N,  C. 
Salisbury,  Md. 
Salisbury,  H.  C. 
Sistersville,  W.  Va. 
Statesville,  N.  C. 
Staunton,  Va, 
Suffolk,  Va. 
Washington,  N.  C 
Wellsburg,  W.  Va. 
Westminster,  Md. 
Weeton,  W.  Va. 


THE  STJBTREASUBT,  THE  MINT  AND  A8SAT,  THE  CUS- 
TODIAN, THE  IMMIGRATION,  THE  STEAMBOAT-IN- 
SPECTION, THE  MARINE-HOSPITAL,  THE  INDIAN,  AND 
THE  LIGHT-HOUSE  SERTICES;   NAVY- YARD,  PENSION 

■  AGENCY,  BUREAU  OF  ANIMAL  INDUSTRY,  WEATHER 
BUREAU,  ENGINEER  DEPARTMENT  AT  LARGE,  ORD- 
NANCE DEPARTMENT  AT  LARGE,  AND  QUARTERMAS- 
TER'S DEPARTMENT  AT  LARGE  ESTABLISHMENTS, 
ETC. 
89.  Clerical,  minor  clerical,  and  subclerical  positions  in  field  establishments  of  the 

above-named  and  of  other  branches  of  the  service  are  filled  by  certification  from 
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approxniate  reglstere  eetabliahed  from  examinationB  for  theae  grades  ae  described  in 
Bectiona  24  to  48,  inclnsive. 

PRKLIMINAB-r  RBQUIRBMBKTS,  SDBTttEASUBY  SERTICB. 

90.  In  order  to  become  el^ble  for  appointment  to  clerical  positions  in  the  Sub- 
treasury  Service,  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  aimilar  to  that  of  cleric^  positions  in 
Bubtreasaries. 

91.  Rifcid  t«at8  of  character  and  integrity  will  be  applied  to  alt  applicants  for  the 
Sabtreasury  Service,  and  only  those  satisfactorily  meeting  such  teeta  may  become 
el^bte  for  appointment  to  this  service.  These  tests  shall  be  snch  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commiseion  and  the  assistant 
treasurer. 

92.  Whenever  the  Department  so  desires,  separate  bat  not  different  examinations 
will  be  held  and  separate  registers  of  etijnbles  maintained  for  any  subtreasnry. 
Otherwise  certiflcatiou  to  positions  in  the  Subtreasury  Service  will  be  made  from  the 
general  roisters  established  by  the  examination  described  in  sections  28  to  48, 
inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

93.  The  stenographer,  the  typewriter,  and  the  combined  stent^rapher  and  type- 
writer examinations  are  held  quarterly  in  January,  April,  July,  and  October  at 
various  places  throi^bout  the  country.  Examinations  are  held  ^muttaneously  for 
fieild  positions  (that  is,  positions  outside  of  Washington,  B.  C. ),  for  positions  in  the 
departments  and  offices  at  Washington,  and  for  potdtiona  in  the  Philippine  and 
Isthmian  Canal  services.  Only  the  combined  stenographer  and  typewriter  exomina- 
tion  is  given  for  the  Philippine  Service. 

94.  Applicants  are  required  to  show  in  their  applicadons  the  service  or  services 
in  which  employment  is  desired,  and  at  the  time  of  examinatjoa  each  competitoria 
given  an  opportunity  to  indicate  the  exact  localities  in  which  he  is  willing  to  accept 
appointment  Those  who  indicate  a  willingness  to  accept  appointment  in  Wash- 
ington, D.  C,  will,  if  an  eligible  rating  ia  attained  in  the  examination,  have  their 
names  plac«d  on  the  register  tor  Washington,  D,  C,  only,  unless  they  apply  for  the 
PhiUppine  or  Isthmian  Canal  service.  Those  who  indicate  a  desire  for  appointment 
to  positions  only  in  the  locality  in  which  examined  will  have  their  names  placed  on 
a  roister  of  eligibles  for  that  purpose.  An  eligible  may  not  have  bis  name  on  the 
register  for  Washington,  D.  C,  and  also  for  the  fleld  service  at  the  some  time.  A 
person  who  haangniSed  his  willingness  to  accept  appointment  in  Wa8liinglon,D.  0., 
may  alao  have  hia  name  placed  on  the  re^ster  for  the  Philippine  Service  or  the  Isth- 
mian Canal  Service,  or  both,  by  filing  a  separate  application  for  each  additional  serv- 
ice desired  and  by  complying  with  the  additional  requirements.  Persona  whose 
names  are  on  registers  for  field  positions  may  not  have  their  namea  on  the  register 
for  the  PhilippineServiceor  for  the  Isthmian  Canal  Service  at  thesome  time.  Appli- 
cation may  be  made  for  examination  for  the  Philippine  Service,  orthe  Isthmian  Canal 
Service,  or  both,  and  not  for  service  in  Waahington,  D.  C,  if  deaired.  A  peraon 
whose  name  is  on  the  register  for  field  positions  may  have  hia  name  transferred  to 
the  T^iater  for  positiona  in  Waahington,  D.  0.,  in  the  Philippine  Service,  or  in  the 
Isthmian  Canal  Service,  or  vice  versa,  at  any  time  within  the  period  of  eligibility  if 
there  is  a  reason  for  such  transfer  which  is  satisfactory  to  the  Commission  and  the 
person  has  complied  with  the  requirements  of  the  service  to  which  transfer  of  eligi- 
bility is  desired. 

96.  In  filling  vacancies  in  field  positions  preference  will  be  given  to  persons 
examined  in  the  city  in  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy 
exists.    In  case  the  register  for  any  locality  becomes  exhauated  resort  may  be  had 
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to  the  roister  for  aootber  locality  if  it  contains  the  n&mee  of  eiigibles  aviulable  for 
the  position  vacant 

96.  Fonn  1424,  showing  the  dates,  places,  character,  and  scope  of  the  examina- 
tions, and  the  reqairements  for  the  various  aerrices,  may  be  ohtAined  by  addressing 
thediatrictsecretaryor  the  Conuniffiion  at  Washington.  Application  fonns  will  also 
be  forwarded  upon  request.  Form  304  is  reqnired  for  all  services  except  the  Ftutip- 
pine;  for  the  Philippine  Service  Form  2  ie  required.  Applications  may  be  filed  at 
any  lime  with  the  Commission  at  Washington.  The  age  limits  for  the  varions  serv- 
ices are  as  follows:  Isthmian  Canal  Service,  minimum  20,  mazimam  4S;  Pliilippine 
Service,  minimnm  18,  maximum  40;  other  services,  minimum  16,  no  maximum  limit 

97.  Women  are  admitted  to  the  April  and  October  examinations  only,  and  are  not 
admitted  to  the  exaounation  for  the  Philippine  or  the  Isthmian  Canal  Service. 

98.  The  demand  for  stenographer  and  typewriter  eli^blee  is  usually  greater  than 
the  supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  tiioee  whose 
servicee  prove  satisfactory. 

BEPUTY  UNITED    STATES   MARSHAL,  DEPARTMENT   OF 
JUSTICE. 

99.  All  United  States  deputy  marahals,  except  those  employed  as  field  deputies, 
or  whose  chief  duties  are  to  serve  process,  are  in  the  cmnpetilive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  foUows: 

100.  Vacancies  in  podtdons  requiring  a  knowledge  of  stenography  and  typewriting 
or  of  bookkeeping  wilt  be  filled  by  cerdfication  from  the  stenographer  and  typewriter 
roister  for  field  services  or  the  bookkeeper  re^^ster  for  the  general  departmental 
service  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists.  (See 
sees.  93  to  98,  and  148.) 

101.  For  vacancies  in  podtdons  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
or  clerical,  regislerofeligibleswho  were  examined  in  the  State  in  which  the  vacancy 

102.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner 
unless  it  is  determined  by  the  Department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  first-grade,  or  clerical,  examination,  including  a 
list  of  places  at  which  tbe'examination  may  be  taken  and  the  dates  of  annual  exami- 
nations, is  given  on  pages  5  and  6  of  this  publication.) 

COPTI8T  DRAFTSMAN,  ENGINEER  DEPARTMENT  AT 
IjAROE. 

103.  Examinations  for  filling  vacancies  in  the  position  of  Copyist  Draftsman,  En^- 
neer  Department  at  Large,  will  be  held  in  the  cities  in  which,  or  in  the  vidnity  of 
which,  the  Tscandee  may  occur,  and  only  when  eiigibles  are  needed.  Theexaminn- 
lions  will  he  duly  annonnced  in  the  public  press. 

ELEVATOR  CONDUCTOR. 

104.  The  position  of  elevator  conductor  in  federal  buildings  is  filled  by  examina- 
tion consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown 
on  p.  20,  with  a  wogbt  of  50  per  cent,  and  experience  50  per  cent 

105.  Theminimnm8gelimitforthisexaminationis20years;  there  is  no  maTimnm. 
age  limit 

106.  Application  and  examination  form  1800  is  required. 
[4th  Dlst.1 
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107.  Applicants  for  this  examination  must  be  able-bodied  and  physicallj'  capable 
of  performing  mannal  labor. 

108.  Inratjngtbeelemeiit  of  "experience"  credit  will  be  given  tor  actoal  experience 
as  elevator  conductor,  electric  motonnan,  or  electric  craneman,  and  applicants  who 
have  not  had  at  least  six  months  of  such  experience  will  not  be  admitted  to  the 
examinatioc.  If  an  applicant  has  had  only  six  moatlis'  experience,  that  experience 
must  have  been  gained  within  the  twelve  months  Just  prior  to  the  date  of  applica- 
tion. Applicants  must  folly  indicate  in  their  applications  the  kind  of  elevators, 
whether  passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the 
len)cth  of  their  experience. 

109.  This  examination  will  be  held  only  when  elig^bles  are  needed,  and  will  be 
duly  announced  in  the  public  press. 

MES8EXOER  BOT. 

110.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  dty  in 
which,  or  in  the  vidnity  of  which,  a  vacancy  occurs,  and  only  when  eligiblee  are 
needed.  The  examination  will  consist  of  the  third-grade,  or  gubclerical,  subjects 
(see  p.  20),  with  the  exception  of  the  subject  of  experience,  each  of  the  five  subjects 
having  a  weight  of  20  per  cent.  When  examinations  are  to  be  held,  announcement 
is  made  in  the  public  press. 

111.  The  minimum  and  maximum  age  limits  for  this  examination  are  16  and  18 
years,  respectively. 

112.  Application  form  1371  is  required. 

NONEDTJCATIONAL  EXAMINATIONS. 

113.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  posi- 
tions which  do  not  require  a  mental  test  These  positions  in  the  Custodian  Service, 
the  Quartermtuter'B  Department  at  Large,  and  the  Engineer  Department  at  Ijarge 
have  been  placed  under  the  district  system  (see  sec.  2).  Application  forms  for  these 
services  may  be  obtained  from  and  shonld  be  filed  with  the  secretary  of  the  Fourth 
CSvil  Service  District,  Washington,  D.  C, 

For  information  concerning  noneducational  positions  in  other  field  services  appli- 
cation should  be  made  to  the  secretary  of  the  local  board  of  civil-service  examiners 
at  the  establishment  where  employment  is  desired  or  to  the  Civil  Service  Commis- 
sion at  Washington. 

The  following  information  applies  to  the  Costodiaa  Service  and  the  Qnartermaster'B 
Department  at  I^ige: 

11).  Appropriate  *examinationB  are  held  baaed  on  training  and  experience  and 
physical  ability.  The  relatim  vteighu  of  thete  mbjeclt  on  a  scale  of  100  are:  Phytical 
al/ility,  40;  training  and  erpmgjc*,  60.  The  information  on  which  the  ratings  are 
based  must  be  furnished  by  the  applicant  in  the  application  blank.  Care  should  be 
taken  to  furnish  accurate  and  complete  information,  in  order  that  a  suffident  basis 
may  be  had  for  rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered. 

115.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Fhtbical  ABiLrrv. — An  applicant  without  apparent  physical  disqualifications 
is  rated  at  98  for  this  element  For  physical  defects  which  may  impair  his  efficiency 
in  the  position  for  which  application  is  made,  proportionate  deduction  will  be  mode 
from  98,  accordii^  to  the  nature  of  this  defect  or  disqualification. 

(b)  Training  and  bxperiehcb. — This  subject  will  be  rated  upon  the  statoments 
made  by  the  applicant  in  his  application,  as  corroborated  by  his  vouchers  and  ref- 
erences.   Consideration  will  be  given  to  the  date,  length,  quality,  and  character  of 
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the  experience  shown,  and  special  coneideratioD  will  be  given  experience  which  Is 
continiious  and  recent. 

lis.  In  any  of  theee  examinationB  the  Conunudon  may  in  iU  diBcretion  call  for 
eiub'additional  evidence  of  qoaUficaitione  or  capttdty  as  it  may  deem  neoeesary,  but 
no  McomnendatiaaB  other  than  thoee  called  for  by  the  Oommisaion  will  becon- 

BidMSd. 

117:  All  competitoni  rated  at  70  or  more  are  eligible  tor  appointment,  and'their 
names  are  placed  on  the  proper  register  according  to  th«r  ratings;  bat  the  names  of 
persons  preferred  nnder  section  1754,  R.  8.,  rated  at  65  or  more  are  placed  above  all 
others  who  have  not  been  allowed  each  preference. 

116.  When  snch  esamiaations  (noneducational)  are  given,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  but  to  file  with  the  diatrict  secretary 
fully  execnted  appltcationa  on  the  form  prescribed. 

CUSTODIAN  SERVICE. 

119.  The  Custodian  Service  coven  positions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outeide  of  Washington,  D.  C.  Poeitions  of  the 
noneducational  class  in  this  service  are  soch  as  firemen,  janitors,  etc.  ExaminationB 
for  such  positione  are  held  only  when  eligiblee  ore  needed,  and  doe  annonncement 
of  examinations  will  be  made  in  the  public  press. 

120.  Vacancies  in  doable-titled  posilions  In  the  Custodian  Serrioe,  sach  ae  fireman- 
watchman,  watchman-fireman,  fireman- laborer,  janitor-fireman,  etc.,  are  filled  from 
appropriate  roisters  of  one  title.  The  fint  word  of  the  title  of  snch  double-titled 
positione  indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  nonedncational  or  educational  examination  according  to  the  duties  of  the  poeition 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman' 
watchman  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
when  elipbles  are  needed),  while  a  vacancy  in  the  poation  of  watchman-fireman 
will  be  filled  by  certification  from  the  register  established  as  a  result  of  the  third- 
grade  educational,  or  subcterical,  examination  referred  to  on  page  6. 

121.  Examinations  for  technical  positions  in  the  Custodian  Service,  such  as  steam 
engineer,  electrician,  etc.,  include  educational  qualifications  and  are  announced  only 
when  eligibles  are  needed. 

QUARTERMASTER'S  DEPARTMENT  AT  IiAROE. 

122.  Nonedncatlonal  portions  in  the  Quartermaster' e  Department  at  Lai^  include 

the  mechanical  trades  and  similar  positions,  and  applications  for  the  positions  men- 
tioned below  may  be  filed  at  any  time: 

Blacksmith.  Majine  fireman.  Plumber. 

Carpenter.  Master.  Stationary  steam  engineer." 

Marine  steam  engineer.         Packer.  Stationary  fireman. 

183.  Vacancies  in  establishments  of  the  Quartermaster's  Depart^ment  at  Large  at 
the  following-named  places  will  be  filled  as  a  result  of  theee  examinations: 

Forts  Armist«ad,  Carroll,  Howard,  McHenry,  Bmallwood,  and  Washington,  in  the 
State  of  Maryland;  the  Depot  Quartermaster' a  Office  and  Washington  Barracks,  in 
the  District  of  Columbia;  Forts  Hunt,  Myer,  Monroe,  and  Wool,  in  the  State  of  Vir- 
ginia; and  Fort  Caswell,  in  the  State  of  North  Carolina. 

124.  Application  fonna  may  be  obtained  from  and  should  be  filed  with  the  Secre- 
tary, Fourth  Civil  Service  District,  Washington,  D.  C. 

125.  The  minimum  age  limit  for  these  positions  is  20  years;  there  is  no  maximum 
age  limit. 

II  Include  menuil  tests  If  tlie  salary  la  mure  tbau  tSOO  per  anQum. 
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126.  AppllcatJon  and  esaminatioii  form  1800  is  required. 

127.  ApplicaotB  who  desire  to  apply  for  examination  for  more  than  tme  poution 
must  file  a  separate  application  for  each  position  deured. 

138.  Applicants  for  these  examinationg  may  eiga  their  iq>plicationB  by'iAarfc  if 
usable  to  write.  '"■ 

129.  Applications  for  the  poeitionB  of  marine  steam  engineer,  master,  alHl  mate 
ahould  give  in  their  applications  the  names  and  tonnages  of  the  Teasels  upob  which 
they  have  been,  employed  and  submit  with  their  applications  licenseB  or  ceftificat«e 
from  tbepropeFsteamboatinspectorsshowing  the  grade  and  character  of  the  licenses 
held  by  them. 

130.  Registers  will  be  established  quarterly,  or 'more  frequently  if  the  needs  of  the 
service  require.  To  receive  consideration  for  a  certain  quarter,  applications  must  be 
tiled  in  compUU  form  with  the  district  secretary  not  later  than  the  15th  of  March, 
June,  September,  or  December,  as  the  case  may  be.  The  registers  will  be  made  up 
on  or  soon  after  the  first  of  the  next  sncceeding  months. 

131.  Examinations  for  positions  other  than  those  named  in  aectjon  122  are  held 
only  when  el^ibles  are  needed,  and  applications  are  not  accepted  until  examination 
has  been  announced. 

(For  method  of  certification  see  sec.  147.) 

(For  further  information  in  regard  to  noneducational  examinations  see  p.  15.) 

ENOINEER  DEPARTMENT  AT  IiABOE. 

132.  Vacanciee  occurring  in  mechanical  trades  pomtions  in  the  Engineer  Depart- 
ment at  lATge  will  be  filled  from  registers  established  by  the  Local  Boards  of  Exam- 
iners for  the  Engineer  Department  at  Ltu^,  under  the  supervision  of  the  district 
secretary. 

133.  Application  blanks  may  be  obtained  either  from  the  Secretary,  Fourth  Civil 
Service  District,  Washington,  D.  C,  or  from  the  Secretary  of  the  Local  Engineer 
Board  at  any  of  the  places  named  in  section  136.  ApplicatJons  should  be  filed  with 
the  Secretary  of  the  Local  Engineer  Board  at  the  h^dquarters  of  the  Ei^ineer  Dis- 
trict in  which  employment  is  dedred. 

134.  Vacancies  occurring  in  the  Engineer  Department  at  large  in  the  positions 
mentioned  in  section  122  may  be  filled  from  the  registers  for  these  positions  estab- 
lished for  the  Quartermaster's  Department  at  La>^. 

135.  Separate  local  registers  will  be  maintained  for  the  headquarters  of  each  Engi- 
neer District,  as  follows: 

Baltimore,  Md.  Washington,  D,  C. 

Norfolk,  Va.  Wheeling,  W.  Va. 

Wilmington,  N.  C. 
Where  employees  are  needed  in  connection  with  engineer  work  to  be  done  at  points 
outside  the  immediate  vicinity  of  the  headquarters  of  the  district,  separate  rasters 
will  be  maintained  for  such  positions  as  the  service  may  need.  Roisters  will  show 
the  particular  branch  of  the  mechanical  trade  in  which  the  eligible  may  be  experi- 
enced, and  selection  may  be  made  of  the  highest  three  eligibles  who  have  had  experi- 
ence in  that  particular  branch  of  the  trade.  For  instance,  the  carpenter  register  may 
contain  the  names  of  stair  builders,  ship  carpenters,  bridge  carpenters,  etc.  Regis- 
ters will  be  established  quarterly,  or  more  frequently  if  the  needs  of  the  service 
require  it. 

UNSKILLED  I^ABOBER. 

136.  This  position  is  unclassified.  Incitieewherer^i^lationsare  in  force  governing 
the  employment  of  laborers  in  the  federal  service  poeitions  of  this  character  are  filled 
by  i^iatration  of  eligibles  after  a  physical  test,    Thedntiesof  men  ore  those  of  com- 
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mon  laborer  or  workman,  and  of  WMneo  thoee  of  charwoman  or  its  eqaivalent.  lAbor 
r«pilationB  are  in  force  at  Baltimore,  Md-,  and  Norfolk,  Va.,  and  vidnitj,  in  the  Fonrlli 
Civil  Bervice  District  EuuninatJouB  for  Baltimore,  Md.,  and  Norfolk,  Va.,  are  hekl 
annnally  in  October.  Applicatioa  blanks  may  beobtainedframtheBovda  of  L«bor 
Employment  at  the  poBt-ofBcea  at  BaKimore  and  Narf<dk  and  the  cDatMn-hoaae  at 
Newport  NewB  only  between  September  1  and  Octobw  1.  Applicaliona  will  not  be 
accepted  nnlne  filed  with  snch  boards  prior  to  thehoor  of  cloeii^baainMBDa  October  1. 

137.  For  information  concerning  this  pcailion  in  cities  where  labor  r^tulationa  are 
not  in  force,  inqniry  ahonld  t>e  made  of  the  official  in  charge  of  the  office  where  em- 
ployment is  desired. 

CERTIFICATION  AND  EUOIBIUTT. 

138.  After  the  papers  of  on  examination  have  been  rated  the  names  of  the  eligibles 
are  entered  on  the  register  in  the  order  of  the  average  attained.  An  average  per- 
centage of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
except  in  the  cases  of  pereone  honorably  discharged  from  the  United  States  military 
or  naval  service  for  iSmbOily  incumd  in  At  lint  of  duly.  The  names  of  sach  persons 
whose  claims  lor  preference  have  been  allowed  by  the  Civil  Service  Commiooon  and 
who  attain  an  average  percentage  of  not  less  than  66  will  be  placed  at  the  head  of 
the  eligihle  register. 

139.  Separate  roisters  are  established  for  men  and  women,  and  certification  is 
made  according  to  the  requisition  of  the  nominating  officer. 

140.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on 
the  register. 

141.  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
vacancy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
three  certifications  for  appointment  to  e«cb  nominating  or  appointing  officer  in  each 
service  for  which  he  may  be  eligible  for  appmntment.  An  ejigible  will  not  be  cer- 
tified for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
named  by  him  in  bis  appUcation  or  examination  papers.  Appointment  to  a  posi- 
tion in  any  service  will  operate  to  remove  tbe  eligible's  name  from  the  register  of 
the  grade  from  which  tbe  selection  was  made  and  from  registers  of  lower  grades. 
Appointments  may  be  made  from  a  faigbergrade  register  for  filling  vacandes  in  a 
lower-grade  poeitioiL 

142.  For  filling  vacandes  in  the  Intemal-Revenne  Service  certification  will  be 
made  of  the  names  of  eli^bles  who  were  examined  in  the  intemal-revmne  district 
in  which  the  vacancy  occurs. 

143.  For  filling  vacandes  in  the  Cnstom-Hoose  Service  certification  will  be  made 
of  the  names  of  the  eligiblea  esairuned  at  the  port  at  which  the  vacancy  exists, 
ax:ept,  where  examinations  are  held  also  at  snbports  for  the  convenience  of  appli- 
cants, the  highest  eligiblea  will  be  certified  of  thoee  examined  at  the  port  and  at 
snbports. 

144.  For  the  poeitiona  of  derk  and  carrier  for  dty  delivery  in  post-offices,  a  separate 
regiEter  is  established  for  each  clasufied  post-office,  contMning  the  names  of  eligiUes 
examined  for  such  office.  For  certain  large  poet-offices  separate  male  derk  and  car- 
rier registers  are  established,  white  for  all  other  offices  the  names  of  male  eligibles  are 
entered  on  both  the  derk  and  carrier  rt^isters.    See  page  11- 

145.  In  filling  vacandes  in  tbe  position  of  office  deputy  United  States  marshal  cer- 
tification wilt  be  made  of  the  names  of  eligiblee  who  were  examined  in  the  State  in 
which  tbe  vacancy  exists. 

146.  In  filling  vacandes  in  tbe  position  of  stenographer  and  typewriter  preference 
wiU  be  given  to  persons  examined  in  the  dty  in  which,  or  in  the  immediate  vidnity 
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of  which,  the  vficancy  esiste.  In  caee  the  re^eter  (or  any  locnllty  becomes  exhausted, 
resort  may  be  had  to  the  register  for  another  locality  if  It  contains  the  oames  of  eligi- 
bl«s  available  for  the  poeitioa  vacant. 

147.  The  names  of  eligibtes  for  Doneducationat  positjoas  in  the  Quartermaster's 
Department  at  Large  will  be  entered  on  the  register  for  the  civil-eervioe  district  in  ' 
which  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
who  are  residents  of  the  district  in  which  the  vacancy  exists. 

148.  In  filling  vacancies  in  other  services,  certification  will  be  made  of  eligibles 
examined  at  the  place  at  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy 

149.  Every  appointment  is  made  (or  a  probationary  period  of  six  months,  at  the  end 
of  which  time,  if  the  appointee  is  retained  in  the  service,  such  retention  is  equivalent 
t«  bis  absolute  appointment.  In  the  Fost-Ofiice  Service  the  six  months'  period  of 
probationary  appointment  begins  from  the  date  of  appointment  as  r^^lar  clerk  or 
carrier,  and  not  from  the  date  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

150.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  r^nlar  spring  and  fall  examinalionB  for  positions  in  the  Departmental,  Rail- 
way Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commiasion,  Washington,  D.  C,  or  the  district  secretary. 


151.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  federal 
service.  Technical  and  scientific  examinations  are  announced  from  time  to  time 
as  the  needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of 
the  positions  to  be  filled.  For  all  of  these  poaitiona  eligibles  are  certified  to  vacandes 
in  the  departments  at  Washington  or  in  the  local  offices  in  the  vicinity  of  their 
places  of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commis- 
sion may  he  required  for  the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washii^^n,  D.  C,  or  the  district  secretary. 

RURAL  FREE-DEUTERY  CARRIER. 

152.  Copies  of  the  regulations  and  other  information  concerning  examinations  for 
this  position  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
postmasters  at  offices  from  which  rural  routes  start,  or  from  the  Civil  Service  Com- 
mission at  Washington,  D.  C. 

153.  The  minimum  and  maximum  age  limits  for  this  examination  are  IT  and  55 
years,  respectively,  the  maximum  limit  being  waved  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sailors. 
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aecond  grade,  or  minor  clerical. 
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20;  penmaiuhlp,  20;  copying  from  plain  copy,  l6;Uiilled  Stales  geo^npuy,  lu. 

In  the  first-grade  esamination  competitors  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  66  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
remaining  subjects  of  their  examinations  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FIRST- QRADB  EXAMINATTOK. 

1.  SpELLiHa:  Twenty  words  of  more  than  average  difficulty.  3.  Arithmric: 
Fundamental  rules,  fractions,  pereent^e,  interest,  discount,  analysja,  and  statement 
of  aimple  accounts.  3.  Pbnhakship:  Bated  on  legibility,  rapidity,  neatness,  and 
general  appearance,  i.  Beportwritino:  Testinwrttinginletter  formareport,froni 
150  to  2(X)  words  in  length,  BOmmarizing  and  arranging  in  logical  order  a  series  of 
facts  included  in  a  given  statement  of  400  to  600  words.  5.  Copvinq  and  corrbct- 
iNa  handscript:  Test  in  makit^  a  smooth,  corrected  copy  of  a  draft  of  manuscript 
which  includes  erasures,  misspelled  words,  errors  in  syntas,  etc.  6.  Gbography 
AND  civ:l  oovehnmbnt  op  the  Unitbd  States. 

The  following  qnesUons  and  t«Bt8  which  have  been  need  indicate  the  general  char- 
acter of  these  subjects ; 

FInt  Subject— SpelllDg.— Spelling  ]t  dictated  b;  the  examiner.  The  worda  are  wrltted  by  the 
competilorin  the  blank  apaces  Indicated  on  the  flnt  abeeC  of  the  examination.  Alt  words  ahould  be 
commenced  with  capital  letters.  The  ciamiDcr  pconontices  each  «ord  and  gives  lis  defloltlon. 
The  competitor  Is  required  to  write  only  the  uord  and  not  Its  deflnltion. 

Cifittuler:  Along  round  body.  Promutarn:  Containing  a  plamise;  as. a  promlsBory  note.  EacMSal: 
Neceenry  or  IndtapenBBble.  I>ucrm<U<^'  Apparent  or  visible.  OpporlanUy:  A  fit  or  convenient  time. 
Daxajai;  Falee  or  tricky.  Dtferaict:  Respect  or  regard.  /laerfitm;  The  act  of  placing  In:  as,  the 
iiuerllon  of  an  advertisement.  FiKHitaU:  To  make  eaay;  as,  to  facilitate  buelnesa.  SchaiMa'tv:  K 
city  of  the  United  States.  Adjacent  Lylngnearorborderingon.  Smveair:  A  tuketi  of  remembrance. 
Omadijtg:  Yielding  or  giving  up;  as.  conceding  H  point.  Lineage:  Line  of  deBceut  or  ancestry;  sa. 
of  royal  lineage.  Deleterhut:  Harmful  or  injurious;  as,  deleterious  to  health,  H&riionlal;  Onaievet. 
Patrimony/:  An  estate  Inherited  from  one'B  lather.  Certificale:  A  written  testimony;  as.  a  marriage 
certificate.  Saenotr;  A  place  of  storage:  as,  a  water  reserrolr.  PrivUege:  A  right,  as  the  privil^e 
of  ToUng. 

Second  SablBet—Ailtlinieile.— In  solving  problems  the  proceeHesshoald  be  not  merely  indicated, 
but  all  tbe  flgures  Deceesar]r  In  solving  each  problem  ahonld  be  Riven  in  full.  The  answer  to  each 
problem  ahould  be  Indicated  by  writing  "Ans,"  after  It. 

1.  This  question  comprises  a  test  In  adding  numbers  crosswise  and  lengthwise.  There  are  usubII; 
three  colimins  of  about  twelve  numbers  each  to  be  added.  3.  Divide  47A  by  T|,  multiply  tbe  quotient 
by  Vt,  and  lo  (he  product  add  0.0907  of  214.6.  3.  A  lather  invested  a  aufilelent  sum  of  money  In 
HaHUchnsetta  fives  at  971.  brokerage  I  percent,  to  give  bis  son  an  annual  income  of  tl,20D.  What 
was  the  aum  Inresled7  4.  The  appropriation  for  the  CItU  Bervlce  Commlsslan  (or  tbe  fiscal  year 
ended  Jane  SO,  1897,  wast98,SiO.  During  that  year  GO,D0O  persons  were  eiamined.  II  S4  perceatol 
tblB  nnmber  failed  to  pass,  and  171  per  cent  of  those  who  passed  were  appointed,  what  was  the 
average  cost  to  the  Government  of  each  appointment?  S.  On  April  1, 1904,  Amoe  Ward  owed  Graves 
&  Coon  168.90  on  account.  April  4  he  sold  Ihem  68  barrels  potatoes  at  (2,75  per  barrel.  April  8  be 
gave  them  a  draft  upon  Ban  Francisco  for  (1,880,  which  they  accepted  at  i  per  cent  discount.  April 
B  they  sold  Ward  894  bushels  corn  at  S4|  cents  per  bushel.  April  16  they  bought  of  him  2,»6D  feet 
lumber  at  tl.Ifi  per  hundred  feet.  April  19  (bey  sold  him  84)  dozen  chairs  at  90  cenls  each.  April  21 
Ward  bought  ol  them  1,260  eggaat  Hcenta  per  dozen.  April  28  he  gave  them  anole  (or  »1,«20,  due 
in  sixty  days.  April  29  he  bought  of  tbem  2.980  pounds  hay  at  tlGa  ton.  Uakean  Itemized  stale- 
[4Ui  Dlst.] 


ment  of  the  above  account  h  tt  ahaiild  appear  lakea  Irom  the  books  of  Ward:  moke  a  proper  heading; 
close  the  account;  and  bring  down  the  balance  aa  il  ihould  have  appeared  Slay  1, 1904. 

Third  Subject— Peiunaiulilp.-~The  rating  OD  penmanghlp  will  be  determined  by  leglblllt]r. 
rapidlt}',  neatness,  and  general  appearance,  and  by  cotrectnera  and  nDlfarmlly  In  the  formation  of 
wordB,  letlera,  and  punctuation  marks  in  the  exercise  of  the  fourth  Bobject— report  writing.  No 
particular  Htyle  of  penmanebip  !■  preferred. 

Fourtli  Snbject—Beport  WrlUiig.— In  tbla  exercise  the  competitor  is  given  a  looea  natement  of 
facts.  400  In  BOO  words  !□  length,  nliichhels  to  sumreiarlie  and  arrange  into  a  logical  and  complete 
report  In  the  form  of  a  letter  of  from  IM  (0  200  words. 

This  eierclae  Is  designed  to  test  (he  competilor'skitowledgeof  simple  English  composltlDn  and  his 
general  Intelligence.  In  rating  the  leport,  lis  errors  of  form  and  addiHs,  spelling,  capltallwlon, 
punctuation,  syntai,  and  style,  and  the  arrangement,  conclsenesB,  and  complelSDess  of  the  report 
are  considered, 

FUtli  Subject— CopTlng  and  Correettng  Maniuerlpl;, — Spelling,  use  of  capitals,  and  all  omis- 
sions and  mistakes  will  be  taken  Into  consideration  In  rating  this  subject. 

DiTectiona  lo  the  cinnpelifiir.— Write  a  correded  copy  of  the  manuscript  accompanying.  Correct  all 
erroca  In  syntax,  spelling,  punctuation,  and  capitalization;  write  In  lull  abbreviated  words,  etc.,  as 
Indicated.  Do  notparaphrase  the  language  of  the  copy,  or  insert;  omit,  ormodily  words,  phrases,  or 
punctuation  marks,  eicept  as  may  be  neceHary  tc * 


gibLuitlULt4^  -^AUMAKjLJaAA^;Ae^tlLiH4d^V«^*t/.-rfc:— 


ai£u^.JjA4rriiz£uJL.. 


22 

Sixth  Subject— Geosrapb?  uid  Cfvll  Oovemment  at  tbe  nnlMd  8tat«a. — QnesUona  1,  2,  and 
S  oi  this  subject  are  on  geography  of  the  United  Btate§  and  are  eimUar  to  qneatlons  1,  2,  and  4  of 
secoDdgiule  geography  as  slioWQ  under  fbat  subject.  QueBttOQB  J  and  5  are  oD  cItII  government  at 
the  United  States.   The  liillowlng  questions  have  been  used: 

4.  (a)  Sow  are  Justlcea  of  the  Supreme  Court  appointed?  {b)  Qow  jnaaj  unendments  have  beeo 
added  to  the  CoDstitutioti  of  the  United  States?  &.  (a)  Name  tnowaysin  nhieh  ablll  maylwcomea 
taw  without  the  President's  etgnalore.  (b)  Name  the  following  offlclels:  Speaker  of  the  Natloiuil 
HonwolKepreeentatlTeB;  Chief  Justice  of  the  Uoited  SlBtes;  and  Secretary  of  State. 

SXX^OND-OBADG  EXAMIKATION. 

I.  Spellino:  Twenty  words  of  avera^  difficulty  in  common  use.  2.  AiuTBMenc: 
Embmcea  addition,  subtraction,  mnltiplication,  and  diviaion  of  whole  numbers  and 
cominoa  and  decimal  fractions.  3.  Lbttbb  writino:  Test  in  the  use  of  the  English 
langu^^  for  business  correspondence.  4.  Pehkamship;  Marked  on  legibility,  rapid- 
ity, neatness,  and  general  appearance.  5.  Copying  from  plain  copy:  An  exact 
copy  of  a  few  printed  lines  in  compelitor'B  liandwritin|[.  G.  Gbograpsv:  Questions 
relating  to  tbs  boundaries  of  States  and  to  capitals,  largest  citiES,  rivers  and  other 
bodies  of  water,  and  the  location  by  States  of  prominent  cities. 

The  following  questions  and  tests  which  have  been  tised  indicate  the  general  char- 
acter of  the  subjects: 

Flrat  Soblect—SpeUlnr.— Spelling  is  dictated  by  the  eiamlner.  The  words  are  written  by  the 
competitor  in  the  blanli  spaces  indicated  on  the  flist  sheet  of  the  examination.  All  words  should  lie 
commenced  with  capital  letters.  The  eiamlner  pronounces  each  word  and  gives  its  definition.  The 
competitor  is  required  to  write  only  th^  word  and  not  its  deflDltloii. 

OppoTttnL-  One  who  opposes:  as,  a  political  opponent.  Preadenl:  The  Clilef  Executive  of  the  United 
States.  Ctmgueror:  One  who  conquers.  WAnfesome,'  Healttiful;  as.  wholesome  food.  Adiieiie:  To 
gain;  as,  to  achieve  success.  Tranquil:  Quiet  or  peaceful.  Detach:  To  separate  or  remove;  as.  to 
delaoh  a  leaf  from  abooli.  Expemivc  Very  costly.  Deeeate:  Death;  as,  a  peison's  decease.  Sotbx- 
ublr:  Worthy  of  notice;  as,  a  noticeable  occanion.  Satpidma:  Exciting  suspicion;  as,  a.  soaplcious 
circumstance.  Terrace:  A  raised  bank  of  earth.  Rapping:  Mating  a  numi>er  of  quick  blows.  Lan- 
guage: The  speech  Ola  people;  as,  theEnglish  language,  afteduit.- a  list  or  inventory;  as.asohedulB 
olprlcea.  lV<7>a.' Blndlngorfasteningwlth  acord.  Vvigar:  Lowormeau.  Oiurss.' A  way  or  track; 
as,  a  racecouTse.   Saiary:  A  stated  allowance  paid  for  services,    Ohicagv:  A  city  In  the  United  Slates. 

Second  Sublect—ArlthmetlC— In  solving  problems  the  processes  should  t>e  not  merely  indicated 
but  all  the  flgures  necessary  tn  solving  each  problem  ahoold  be  given  in  lull.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ana,"  after  it. 

1.  Add  the  following,  and  from  the  sum  subtract  S'i,S8G,69e  (here  will  be  glveo  a  short  coliunn  of 
llgiires),  a.  Multiply  7}^  by  Sfi.S,  and dividethe  productby  1.92.  Solve  by  decimals.  3.  A  carrier 
can  assort  43  letters  or  37  papers  in  a  minute.  At  this  rate,  how  many  hours  will  ittake  him  to  assort 
3,&55  letters  and  1S5  pounds  of  papers,  averaging  7  papers  to  the  pound?  4.  A  lot  which  waA  53  feet 
wide  and  IMIeet  long  sold  lor  18.847 .SO,  which  wasone-fourth  more  than  it  cost.  What  was  the  cost 
per  square  fool?  «.  In  a  oertaia  mail  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  the 
rate  of  3  papers  to  every  7  oauces.    How  many  papers  aro  therein  the  mailT    16ounceB±:l  pound, 

Tbicd  Subject— Letter  Writing.— The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 
jects given.   The  following  subject  baa  been  used: 

Write  a  letter  of  not  less  than  126  words,  giving  your  views  as  to  the  advantages  derived  from  free 
public  librariea  in  the  principal  cities  of  your  State.  This  exercise  Is  designed  chiefly  to  test  the 
compeUlor's  skill  in  simple  English  compoaltion.  In  rating  the  letter,  its  errors  in  form  and  address, 
In  spelling,  capitalization,  punctuation,  syntax,  and  style,  and  its  adherence  to  the  subject,  will  be 
considered. 

Fourtb  Snblect— Fennianilitp.— The  rating  on  pehmanshlp  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  tn  the  formation  of 
words,  letters,  and  punctuation  marks  in  the  eierciseof  the  subject  of  copying  from  plain  copy.  No 
particular  style  of  penmanahlp  is  prelerred. 

Fifth  Subject— Copying  Irom  Plain  Copy.— N,  B.— Paragraph,  spell,  capitallie,  and  punctuate 
precisely  as  Id  copy.  All  omissions  and  mistakes  wilt  be  taken  Into  consideration  in  rating  this 
subject. 

Make  an  exact  written  copy  of  the  following: 

No  recommendation  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  of  his  politi' 
calorreliglousopltiionsorHl&liationsBhall  bo  received,  flied,  or  considered  by  the  Commission,  by 
any  board  ol  eiamineis.  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
Uqds,  or  in  imposing  punishment  for  delinquency  or  miscocduci,  penalties  like  in  character  shall  be 
imposed  for  like  oHenses,  and  action  thereupon  shall  be  taken  irrespective  of  the  political  or  religious 
opinions  or  affiliations  of  the  ollendeis.  A  perHon  holding  a  position  on  the  date  said  poettion  is 
classified  under  thecivil-serviceact  shall  heentitled  toali  the  rights  and  beneilts  poraessed  by  per- 
80D8  of  the  same  class  or  grade  appointed  upon  examination  under  the  provisions  of  said  act. 

14th   Diat.]  i:i;i -fl;-,  V_H.IV.IVH. 


J)  u  fblknn:  Two  wMch  bofdei  Florida  on  the  aBtUt;  two 
which  border  Oolondo  on  the  north;  two  which  botder  New  York  on  tbe  cait;  two  which  balder 
Wlaconsia  on  the  weM:  one  which  borders  Or<s«i  on  the  north;  one  which  borden  New  Hnmpihiie 
oa  th«  eut.  3.  Nune;  The  UiK>"t  two  tiTen  which  border  on  Kentucky;  the  laigeat  two  lakes 
which  border  on  Ulohlgan;  the  two  lugest  sooiidi  on  the  ooast  of  North  Carolina;  the  two  bodies  ol 
water  which  the  HiaBsta  River  connects;  a  rivei  which  borders  on  Kevoda;  the  river  on  which 
Omahalsattuated.  3.  (a)  Nunethecapltalof  each  of  Ihelollowlng-named  States  (orTerrltorlea,  If 
aoy) :  Waahln^n.  UlchiKSn,  ArkaasaB,  Maryland,  HanacbuaetU;  {b)  Name  the  most  popntous  elt f 
In  each  of  the  loUowli^-named  States  (or  Territories.  It  anj):  PennsylTaola,  Oregon,  Vermont. 
Louisiana,  HUairis.  4.  In  wbatSUte  (or  Territory,  If  any)  1b  each  of  the  followliig-Damed  promi- 
nent eltles  located:  Aaherllle,  Trinidad,  Amsterdam,  Flndlay.  LTncbburg,  Bedalla.  Walla  Walla, 
Keene,  Hacon,  Bopeiior. 

Seventh  Subject— Bcadlnc  Addresses  (Postal).— This  eien;ise  conidsts  of  the  reading  of  a 
nmnber  ol  written  addmses  which  are  photoUthogiaphed  on  one  sheet.  A  eecoDd  sheet  is  furnished 
which  contains  (he  same  addiosea,  these  addreoes  being  printed  and  containing  errors  of  omiailon, 
snbstltation,  or  Insertion.  The  competllor  Is  required  to  Indicate  the  errors  In  es«h  printed  addren 
by  underacorlng  with  a  pencil,  thus,  .  any  portion  of  a  printed  address  which  Is  not  a,  correct 

copy  ol  the  written  address,  and  by  a  caret,  thus.  A,  any  omitted  words,  flguies,  or  Initials.  Words 
abbrevlatAd  In  the  written  addieaabutprititedln  full  In  the  printed  address  are  regarded  as  correct 
if  Ihe  correct  words  are  printed.  DlSerencea  In  punctuation  or  capllalliatlon  are  not  regarded  as 
eiroiB.    The  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 

The  following  are  illustratloDB  of  the  method  which  should  be  pursued  in  indicaHmg  errors: 

WRITTEN  ADDRESS— CORRECT. 
PRINTED  ADDRESS— WITH 


WRITTEN  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

H^n  A  A.  T^Chandla, 
Fiyt  Thompaen,  Alden  County.  Alabama. 


,,Gooi^Ic 


THIRD-ORADB   EXAMINATION. 

1.  ^WiUHO:  Twenty  siiKple  words  in  ordinary  use.  2.  Abithhbtic:  Embraces 
addition,  snbtTSctton,  multiplicatioii,  and  division  of  whole  numbers  and  of  United 
States  ntoney.  3.  LErrcB  wRirma:  Test  in  the  use  of  the  English  language  for 
bueinesfl  correspondence.  4.  Penmanship:  Marked  on  legibility,  rapidity,  neatness, 
and  general  appearance.  B.  CopriNO  raott  plain  cop?:  An  exact  copy  oC  a  few 
printed  lines,  in  competitor's  handwriting.    6.  Experience. 

The  following  questioneand  tests  which  have  been  used  indicate  the  general  char- 
acter of  theee  eubjecta : 

FIrat  Snblcct — SpelUns.— Spelling  in  dictated  by  the  enunlner.  The  words  are  wiitlen  by  the 
competitor  In  the  blank  spaoea  Indicated  on  the  first  aheet  of  the  eiamlnatlon.  AIJ  words  ahould  be 
commeiiced  with  capital  letters.  The  eiamlner  pronounces  each  word  and  gives  lis  definition.  The 
competitor  Is  required  to  write  only  the  word  and  not  Its  definition. 

Sugar;  Aaweet  substance  made  from  the  juice  ol  the  sugar  oane.  Ftedge:  Something  given  as 
security.  Oaihier:  One  who  has  charge  of  money  In  abauli:.  Figure:  A  mark  representing  a  Dumber. 
Cdrnrfnff.-  Conveying  or  transporting  In  any  way.  Brendtft,-  The  measure  from  side  to  aide.  Sft«f 
The  amount  of  paper  made  In  one  body  or  piece;  ss,  a  sheet  of  paper.  Easily;  In  on  easy  manoer. 
FrouHer:  The  border  or  limits  of  a  oountry.  Palieace:  The  slate  or  quality  of  being  patient.  Gueii: 
The  act  of  guessing;  as.  to  guess  at  one's  weight.  TTireaL-  The  act  of  threathening:  as,  to  make  a 
threat.  iMomonif.'  A  precious  gem.  fiafl.-  To  go  to  see;  as,  to  TMt  a  friend.  Repair:  To  mend  or 
make  over;  as,  to  repair  clothes.  PeopU;  The  body  of  persons  composing  a  nation;  as.  the  American 
people.  Eequirt:  To  be  in  need  of;  as,  to  require  money.  Qreate:  Soft  animal  fat.  Anmer:  To  reply 
lo;  as,  to  answer  a  letter.    £cM.'  To  live;  as,  to  ezlit  In  poverty. 

Second  SabjMt— Arithmetic.— In  solvlug  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  fall.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ans."  after  It. 

1.  (This  question  wlU  consist  of  a.  short  oolnmn  of  figures  to  be  added.)  a.  Divide  Z,106.£SS  by 
4.TS3.  3.  MuItlplyg.etSbf  608,  and  then  sulwtract9S,T16.  4.  A  merchant,  who  spent  t22G,  bought  65 
pounds  of  butter  at  30  cents  per  pound.  84  barrels  of  apples  at  12.25  per  barrel,  and  spent  the  remainder 
for  coBee.  How  much  did  he  qiend  lot  ooffeet  S.  During  the  month  of  August  450,000  biiBhels  ol 
wheat  were  shipped  from  a  certain  port  During  September  81,1160  more  bushela  were  shipped  than 
during  August.    What  was  the  total  number  of  bushels  shipped  In  the  two  months. 

Tblid  Subject— Letter  WtUInc-— The  competitor  is  permitted  to  write  on  either  one  of  two 
subjects  given.    The  following  subject  has  been  used: 

Wrile  a  letter  containing  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by 
mankind  from  the  art  of  printing.  This  eierclae  is  designed  chiefly  to  teat  the  competitor's  skill  In 
simple  English  composition.  In  rating  the  letter  Its  errors  in  form  and  address.  In  spelling,  capitali- 
zation, punctuation,  syntax,  and  style,  end  its  adherence  1o  the  subject  will  be  coiisldered. 

Fourtb  Subject— Penmanship.— The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  formation  of 
words,  letters,  and  punctuation  marks  In  the  exercise  of  the  fifth  subject — copying  from  plain  copy. 
No  particular  style  ol  penmanship  is  prelerred. 

firth  Snblect— Copying  from  Plain  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
precisely  as  In  tbe  copy.    All  omissions  and  mistakes  will  be  taken  Into  constderution  in  rating  this 

Jfute  on  eaicl  tcriUen  copj/  qf  tliefollotcing: 

The  present  postal  policy  Is  to  carry  newspapers  in  some  coses,  free,  and  In  all  other  cases  at  much 
lower  rates  of  postage  than  is  charged  foe  letters;  the  one  being  for  the  public  weal,  while  the  other 
is  lorprlvate  benefit.  If  tbe  telegraph  becomes  a  part  of  t~ 
department  to  transmit  telegrams  for  the  press  at  much  \o\ 


As  soon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are 
ntedand  the  average  percentage  of  each  ascertained,  and  competitors  notified  whetlier 
they  pase  or  f^l.    The  following  ie  a  brief  outline  of  tbe  rules  for  rating: 

KVLia  FOB  KiTixa  SPBLLINQ.  Prom  100 

deduct-- 

1.  For  each  error  In  spelling  when  the  exercise  consists  of  20  words 5 

1.  For  each  error  In  capitflllialion 1 

S.  Foreach  failure  to  use  or  foreach  wrong  use  of  the  hyphen  and  for  each  Improper  divi- 
sion of  a  word  Into  a  compound  word  when  required  tnbe  written  solid 2 

[4th  Dlat.I 


BOin  roK  KATiHa  Asmimmc.  From  100 

,  deduct— 

1.  For«ach  wrong  proccM,  prododng  Incorrect  remit,  iaptnporUon  to  thenumlwraf  itepa 

IniolTBd  and  gi*Tlty  of  error 10  to  109 

I,  For  decimal  enoi  and  lor  each  eTailon  of  a  dednul  OT  common  fraction  lest 36 

3.  For  each  error  In  computation  or  In  copylas  from  the  printed  gnestlon  or  from  work...  10 

i.  For  minor  errora,  auch  as  wrong  Indication  of  a  correct  proceas.  Incorrect  or  IncOiuMent 
punctuation.  Improper  use  of  ajnibolB  of  dalgnatlon,  Improper  or  Incorrect  dsdgna' 

tlonof  a  partial  or  final  result,  etc BtoW 

i.  For  failure  to  ihow  workaa  required  in  solntlon  of  problems %(aT& 

In  rating  the  letter,  Ita  errore  In  form  and  addreas.  Id  ipelllns,  oapllalicaHon,  punctoatlon,  syntax, 
and  stjle,  and  Its  adherence  to  and  treatment  of  the  subject  sl^en  are  conrideced,  and  Its  value.  Id 
the  Judgment  of  the  eiamlnera,  determined  on  ancaleotlQO, 

In  determining  the  rating  for  letter  writing  It  Is  proper  lor  the  eiamlner  to  be  guided  In  a  general 
war  by  the  following  scheme:  Eicelteat,  <K  to  M;  good.  10  to  80;  fair.  80  to  TO;  ordlnarr,  TO  to  eoi 
poor.  60  to  (kh  Terr  poor,  SO  to  SB;  piacUcally  wortbleas,  2S  to  0. 

BDLU  roa  KATINO  BEFOHT  WBITINO. 

In  general.  In  addition  to  concisenesB  and  completeneaa  ol  the  summarj'.  the  same  elements  will  l>e 
considered  in  rating  this  subject  as  aro  considered  In  rating  letter  writing,  and  the  ratlngi  will  tie 
determined  upon  practically  the  same  basis. 


Penmanship  Is  rated  acconling  to  Its  *alae  on  a  scale  ol  100.  In  determining  the  rating,  legibility, 
lapldlty,  neatness,  and  general  appearance,  aa  well  >e  correctneaa  and  nnilormlty  in  the  formation 
ol  words,  lettera,  and  panctuation  marks,  are  considered,  and  It  la  proiwr  for  examiners  to  be  guided 
In  a  general  way  by  the  following  scheme:  Excellent,  90  to  SSi  Terr  good,  85  to  SO;  good,  80  to  T&-, 
ordinary,  75  to  70;  poor.  70to(i&;  Tery  poor,  tS  loSO;  belnw  the  grade  of  "Tery  poor,"  50  to  10. 

deduct— 

1.  Foreach  word  or  figate  omitted,  repeated,  aabetltuted,  or  Improperly  Inserted S 

2.  For  each  error  In  epelUng,  lor  each  transpoalUon,  for  each  abbreriation  not  In  the  copy. 

for  each  failure  to  capitalize  according  to  copr,  lor  eacli  failure  to  pnnctnale  according  to 
copy.  lor  each  failure  to  Indent  margin  aslncopy.  foreacherrorln  paragraphing,  and  for 
Insularity  In  lelt-hand  margin B 

3.  For  each  mlsdlvMon  of  a  word  at  the  end  of  a  line,  for  each  omlsHiOD  or  Improper  ose  of 

the  hyphen  In  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered.  Interlined,  or 

canceled,  for  each  blot  or  minor  erasure,  il  not  neat 1 

i.  For  any  other  devlaUou  from  copy  not  coTered  by  the  foregoing,  charges  are  made  In  the 
discretion  of  the  examiners, 

T  oBibE.         From  100 
deduct— 

1.  For  each  error  In  spelling  (only  one  charge  to  be  made  for  the  repeated  mlsapelllng  ol  the 
aame  word  In  the  aame  manner) ;  for  eacb  error  In  syntax  (no  charges  lobe  made  for  con- 
sequential errors);  for  each  word  omitted,  inserted,  or  sutatltiited  which  aTolds  a  tester 
caoaes  an  easentlal  change  in  meaning;  for  fallnn  to  write  any  Iranspoaltlon.lDBertiDn,  or 
Incloeure  as  Indicated;  tor  restoring  a  word  or  worda  canceled  In  the  copy  (only  3  to  be 
charged  for  restoring  any  group  of  words  canceled  together  in  copyl;  for  each  Importaal 
word  omitted  from  a  phrase  or  other  group  of  words 3 

3.  For  making  any  tranpoaition  of  a  wordorgronpol  words  not  Indicated;  for  each  abbre- 

Tiatlon;  for  irregularity  In  left-band  margin  (in  eacb  of  the  three  cases  Indicated  accord- 
ing to  gfartty  of  error) 1  to3 

S,  For  writing  part  of  the  exercise  and  then  commencing  again;  for  ilgning  name 6 

4.  For  each  change  in  tense  or  number  which  does  not  result  In  an  error  of  syntax  or  radical 

change  In  meaning  (only  one  charge  to  be  made  for  a  consistent  sequence  of  changes);  for 
each  word  omitted,  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  teetorcaose 
an  cesentlal  change  In  meaning;  for  each  e.Tor  In  capitalization,  punctuation.  Indenta- 
tion, paragraphing,  or  in  division  of  words;  for  each  omission  of  the  hyphen  or  for  placing  It 
at  the  lieginnlng  of  the  Jloe  instead  of  at  the  end  of  the  preceding  line  (total  charges  In 
either  cane  not  to  exceed  b);  for  stenographic  periods  (only  one  charge  In  eierelse);  for 
each  blot,  each  word  interlined  or  canceled,  each  alteration  OTeraEure  If  not  neat  (not 
more  than  S  to  be  charged  foraoy  one  Interlineation,  cancellation,  alleration,  or  erasure): 
for  omitting  an  unimportant  word  from  phrases  or  other  groups  ol  worda;  for  the  omission 

or  Inaartlon  of  a  stroke  In  a  letter I 

E.  For  paraphrasing  the  language  of  the  text,  according  to  graTlty  ol  ema B  to  100 
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ifl  judgmeDtof  the  ex&mlnen  acoording  toi(fl  Taloe 


In  raUng  this  mbject  each  iiDBwer  L 
on  a  acale  of  lOO. 

When  tbe  question  requlns  in  Ibe  answer  a,  apeclOed  number  of  Statee,  countrtea,  clUea,  rfTen.  or 
bodlea  of  WBt«n,  etc.  and  the  aiisvet  coataiiw  a  greiiteT  Dumbet  than  la  lequlied  b;  tbe  qaeition, 
eacblnconectpait  01  point  shall  be  charged  the  value  ol  a  required  part. 


The  laling  on  tbia  subject  is  foraccoiacy  mUy.    A  charge  of  2  ii  made  for  eaah  error  or  omindon  In 
noting  the  errore  on  the  printed  sheet  when  compared  with  tbe  correct  written  addresses  given. 

The  dlfleience  between  Uie  sum  of  tbe  enon  thus  found  and  IDD  is  the  rating  on  this  subject. 


Jnen  according  tc 


The  gec^niphr  will  be  rated  as  indicated  above. 

Id  rating,  each  answer  will  be  rated  in  the  Judgment  of  lb 
scale  of  IDO. 

When  the  quesUon  requires  In  the  answer  a  speoifled  numberof  parte  or  points,  and  the  answer 
given  includes  a  greater  number,  each  incorrect  part  or  point  shall  be  charged  tbe  value  of  a  re- 
quired part. 
Bjr  order  of  the  CommisBioii: 
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HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacancies  in  all  pceitioos  covered  by  this  publication  ace  filled  by  open  com- 
petitive examination,  unless  filled  by  reinstatement,  transfer,  or  promotion.  Persons 
who  wish  to  take  any  of  the  examinations  described  should  follow  the  direcGoa^coik;,^ 
tained  in  this  pamphlet.  In  writing  for  application  forms  or  forinformation,  the  name  ■ 
of  the  examination  desired  should  always  be  stated.  The  application  form  when 
received  should  be  carefully  filled  out  in  accordance  with  the  instructions  printed 
thereon  and  mailed  without  delay  to  the  Secretary,  Second  United  States  Civil 
Service  District,  New  York.  N.  Y.  If  the  application  is  received  by  the  district  sec- 
retary within  the  time  prescribed  for  the  receipt  of  applications,  and  the  applicant 

is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him 
admitting  him  to  the  examination.  If  an  average  percenti^  of  70  or  more  is  attained 
in  the  examination.  (65  or  more  in  the  cases  of  persons  honorably  dischai^cd  from  the 
United  Stales  military  or  naval  service /or  ditabUily  iiunirred  in  the  line  of  duly)  the 
applicant  becomes  an  "eligible"  (that  is,  el^ible  for  appointment  when  reached  in 
the  order  of  his  standing)  and  l^is  name  is  placed  on  a  "register  of  eligibles"  (see 
sec,  123,  p.  17.) 

7.  The  time  of  filii^  application  sometimes  determines  the  relative  position  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
application  is  filed  in  complete  form  first  is  placed  on  the  register  ahead  of  the  other. 

8.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to  give 
their  full  poet-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Applicants 
should  see  that  their  names  are  plainly  and  correctly  written  and  their  post-office 
addresses  (city,  street,  and  number)  given  in  full.  A  number  of  applications  fail  to 
reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached.  It 
is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  district 
secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 


(a)  That  he  is 
■.  13.) 


a  citizen  of  or  does  ni 


e  allegiance  to  the  United  States.     (See 


(b)  That  he  is,  nn  the  date  of  the  examination,  under  the  n 
maximum  age  limitation.    (See  sec.  20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  or  both  arms  or  both  1^,  loss  of  arm  and  leg,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs',  organic  heart  disease,  locomotor  ataxia,  cancer, 
Bright's  disease,  diabetes,  or  is  otherwise  physically- disqualified  for  the  service  which 
he  seeks. 

(rf)  That  he  is  addicted  to  the  habitual  use  of  intoxicatii^  beverages  to  excess. 

(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretory  of  the 
Navy,  respectively.     (Written  permission  must  be  filed  with  the  formal  application.) 

(D  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  again  desires  to  apply.  This  restriction  shall  not  apply  to  persona  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(g)  That  he  has  been  dismissed  from  the  federal  service  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  bis  application.  Whether  or  not  an  appli- 
cation will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed  from 
the  service  rests  with  the  Commission,  and  each  case  of  this  character  will  be  con- 
lidered  on  its  individual  merits. 
[2d  Dlst.] 
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i)  That  he  haa  Coiled  after  probation  to  receive  absolute  appointment  to  the  posi- 
I  tor  which  he  again  applies  within  one  year  from  the  date  of  the  expiTation  of  hia 

bationary  service.     (See  see.  133,) 

)  That  he  has  made  a  false  statement  in  hia  application,  or  haa  been  guilty  of 
id  or  deceit  in  any  manner  conttect«d  with  hie  application  or  eiaminalJoD,  or  haa 
ti  guilty  of  crime  or  infamous  or  notorioualy  disgraceful  conduct. 
i)  That  he  haa  been  discharged  for  desertion  from  the  military  or  naval  service  of 

United  States  under  section  1998,  Revised  SUtutes. 
DEAF-MUTES. 

0.  The  President,  on  April  7,  1909,  issued  the  following  executive  order  in  regard 
be  admission  of  deaf-mutes  to  civil-service  exaJninations: 

eaF-muCes  may  be  admitted  to  examlaatlons  for  all  places  In  the  classlSed  civil  service  al  the  United 
ea  whose  dutie!,  la  the  opinion  of  the  heads  ol  the  several  eiecutive  departmenls,  they  may  be  eon- 
red  capable  of  perfcmlriB,  and  each  departratnt  will  furnish  to  the  Civil  Service  Coramlsslon  a  list  of 
1  positions,  whkh  list  shall  not  be  changed  without  previous  notice  lo  the  Commission  and  In  accord- 
•  with  which  the  Commission  shall  certify  or  wlthbald  from  certlflcatloa  deaf-miiCes  as  they  are  reached 

'■"orm  1786,  containing  a  list  of  examinations  to  which  deai-mutes  will  be  admitted, 
1  be  sent  upon  request. 

OTHER  GENERAL  INFORMATION. 

1.  Many  applicants  fail  t«  execute  their  applications  properly  or  fail  in  the  exam- 
tions  not  throi^h  a  lack  of  knowledge,  but  largely  through  hast«  and  carelessnesa 
reading  and  interpreting  questions  and  in  writii^  the  answers.  In  filling  out  the 
slication  great  care  should  be  exercised  and  every  requirement  fully  complied  with, 
the  examinations,  while  competitors  must  complete  their  work  within  a  prescribed 
le,  the  time  allowed  is  ample  for  the  careful  consideration  of  every  question  given. 
.2.  Under  sectlos  SB  of  the  Criminal  Code  of  the  United  States  any  false  slatemeiit 
an  application,  alteration  of  a  voucher  or  certlflcate,  or  the  presentation  to  the  Com- 
sslon  of  any  sach  paper  Is  a  violation  of  the  law.  A  nmnber  of  convictions  of 
sous  gnllly  under  the  statute  mentioned  have  been  seemed. 

13.  All  applicants  must  make  oath  in  their  applications  to  their  United  States 
izensbip  or  allegiance.  In  the  case  of  a  foreign-hom  citizen,  citizenship  must  be 
ly  proved  in  one  of  the  following  ways: 

a)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
submitted.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
m  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
)ve  the  applicant's  identity  with  the  peison  to  whom  the  naturalization  certificate 
a  issued  by  submitting  the  affidavits  of  two  disinterested  citizens  to  the  effect  that 
3  applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 
;&)  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
al  naturalization  certificato  of  such  parent  must  be  submitted,  together  with  affi- 
vits  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 
rnon  BO  naturalized. 

{cj  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriago 
a  naturalized  citizen,  the  marrii^  certificate  or  other  satisfactory  proof  of  mar- 
ge, accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
bmitted. 

(d)  If  naturalized  by  marriage  to  a  native  American  citizen,  the  marriage  certificate 
list  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 
e  hushaud  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
:izen.  Such  affidavits  should,  if  possible,  show  place  and  date  of  the  husband's  birth. 
(f)  If  the  applicant  is  the  child  of  American  citizens  temporarily  resident  abroad 
the  time  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
[2d  Diat.] 
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to  theEactaasclumed.    If  the  parents  are  naturalized  citiEena,  their  citizenship  must 
be  proved  as  in  (6)  above. 

(J)  If  the  applicant  has  been  honorably  diecha^ed  from  the  R^ular  or  Volunteer 
Army  of  the  United  States,  and  han  resided  at  leaet  one  year  in  the  United  Statee,  he 
may  be  admitted  to  citiEenehip  upon  filing  petition  with  the  proper  court,  an  provided 
by  section  2166,  Revised  Statutes. 

14.  An  application  from  a  foreign-born  pereon  claiming  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
citizen  will  not  be  accepted  in  lieu  of  acertificateof  naturalization.  When  the  original 
naturalization  papera  are  lost,  a  copy  should  be  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should  be  obtained. 

15.  ^'henever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof  with 
a  subsequent  application,  but  he  should  state  in  such  application  the  kind,  date,  and 
place  of  examination  in  connection  with  which  he  has  furnished  proof  of  citizenship. 

16.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  posti^  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  tor  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  examina- 
tion, should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writii^  to  either  the  district  secretary  or  the  Commission 
to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member  of 
such  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attorney- 
General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more  members  of  a 
family  are  in  the  public  service  in  the  grades  covered  by  the  civil-service  act  the 
Conunission  is  authorized  and  required  to  withhold  from  certification  the  name  of  any 
other  member  of  such  family.  If,  on  inspection  of  an  application  for  examination, 
it  ia  found  that  two  or  more  members  of  the  applicant's  family  are  in  the  service, 
the  applicant  wilt  be  admitted  to  examination  if  found  otherwise  eligible,  but  his 
name  will  not  be  certified  for  appointment  so  long  as  |wa  or  more  members  of  his 
family  are  in  the  service. 

20.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certun  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  vhen  the  period  of  eUgibility  to  examination  is  from  the  age  of  20  to  the 
^e  of  40  yeus  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has  reached 
his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on  the  da^ 
thereof  he  has  reached  his  fortieth  birthday.    (See  sec.  9b.) 

21.  The  Commission  will  close  the  distribution  or  receipt  of  appUcations  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  has  been  distributed  or 
received. 

22.  If  the  needs  of  the  service  make  such  action  denrable,  the  Commisdon  may 
postpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled, 
persons  who  have  applications  on  file  will  be  notified.    In  case  of  postponement, 
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e  ot  the  date  oi 
ia  determined. 


which  the  e^tanuDatioD  is  to  be  held  will  be  sent  ai 


CIVIL-SERVICE   SCHOOLS   AND   INSTITUTES. 

.  The  CommifiBion  has  no  connection  with  any  civil-gervice  school  o 
g  bualneee  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
rd  to  such.  Their  representatives  are  not  permitted  to  inspect  the  ^examination 
;ra  of  competitora.  Authentic  information  in  regard  to  examinations  may  be 
,iued  only  from  the  United  States  Civil  Service  Commission  or  the  district  secretary 
without  cost. 


IRST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

I.  For  poeitiouB  in  field  branches  of  the  service  which  require  a  mental  test  but 
not  require  technical  qualifications,  examinations  of  three  grades  or  d^rees  of 
iculty  are  held,  namely: 

First  grade,  or  clerical. 

Second  grade,  or  minor  clerical. 

Third  grade,  or  subclerical. 

5.  EIlglblcB  on  the  first  and  tbiid  grade  registers  will  be  certified  for  filling  vacancies 
bij  may  occni  In  any  branch  of  the  field  serrice  la  posltlans  covered  by  tbc  grade 
esanUnatlon  they  have  passed.  (See  Sales  governing  certifications,  page  17.) 
illcants  tor  the  flXEt  and  third  grade  examlnatians  Eboold  therefore  apply  tor  "all 
irlces"  In  their  appUcatlons,  nnlese  tbere  are  one  or  more  servlceG  in  which  tbey  will 
accept  appointment.  In  this  event  they  should  specifically  enumerate  la  their  appli- 
ions  the  services  in  wblch  appointment  is  NOT  desired  in  order  tliat  theli  names  may 
be  certified  tor  those  seiviceB.  The  second-grade  examination  is  given  tor  the  posi- 
is  of  clerk  and  carrier  in  tbe  Fost-Offlce  Service,  and  seldom  tor  any  other  posltlDnB. 

6.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employment 
>r  is  not  desired  must  be  made  in  writing,  otherwise  no  change  will  be  made. 

:7.  A  person  can  not  be  examined  for  more  than  one  grade  of  position?  on  the  same 
«  or  during  the  same  series  of  examinations. 

THE  FIRST  a  BASE,  OS  CLERICAL,  EXAMINATIOIf. 

For  description  of  examination,  sample  questions,  etc.,  see  page  20.) 

!8.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 

!9.  Application  form  1371  ia  required. 

to.  Thisexaminationisgivenfortbepositioneofgauger,  day  inspector,  and  assistant 
■igher  (except  at  the  port  of  New  York),  clerk,  inspectress,  storekeeper  (classed  as 
irk),  deputy  officer,  and  sampler  in  the  Custcm-House  Service;  clerk,  office  deputy 
Hector,  division  deputy  collector,  gauger,  storekeeper,  and  storekeeper-gauger,  in 
e  Internal-Revenue  Service;  the  position  of  office  deputy  Unit«d  States  marshal, 
d  all  clerical  positionB  requiring  similar  qualifications  in  the  services  named  and 
ber  field  branches.  Persons  desiring  examination  for  any  of  theee  positions  should 
■ply  for  the  "First  Grade,  or  Clerical," 
31.  This  examination  will  be  held  annually  o 
e  following-named  places: 
ibany,  N.  Y.  Ithaca.  N.  Y. 

ubum,  N.  Y.  Jameatown,  N.  Y. 

inghamlon,  N.  Y.  Newark,  N.  J. 

rooklyn,  N.  Y.  Newburgh,  N.  Y. 

uitalo,  N.  Y.  New  York,  N.  Y. 

ipe  Vincent,  N.  Y.  Niagara  Falls,  N.  Y. 

Imira,  N.  Y.  Obw^o,  N.  Y. 
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C^ensburg,  N.  Y. 
Plalfsburg,  N.  Y. 
Rochester,  N.  Y. 
Syracuse,  N.  Y. 
Troy,  N.  Y. 
Utica,  N.  Y. 
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33.  Application  blanks  may  be  secured  between  the  iBt  of  October  aod  the  2d  of  Jan- 
uary, either  from  the  local  gecretariea  at  the  poBt-offlcee  or  custom-houses  io  the  cities 
named,  or  from  the  Diatrict  Secretary,  Second  United  States  Civil  Service  District, 
Cuetom-House,  New  York,  N.  Y.  To  receive  consideration  lor  the  February  eitami- 
nation  applications  must  be  filed  with  the  district  secretary  at  New  York  not  lat«r 
than  the  hour  of  closing  business  on  January  2.  Applications  received  after  the  time 
specified  will  not  be  accepted. 

33.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the  annual 
examination  in  February,  due  announcement  of  such  extra  examinations  will  be  made 
in  the  public  press. 

34.  ApetBOn.havingpassed  the  first-gradeexamination  for  field  servicee,  can  not  take 
the  same  examination  within  approximately  one  year  of  the  date  of  the  examination 
he  has  passed,  even  though  he  desires  to  enter  the  examination  in  another  city.  (See 
sec.  9-t.)  A  person  who  fails  in  the  examination  may  take  the  next  examination 
r^nrdless  of  the  time  intervening. 


TBE   SECOITD    GRADE,    OR  MINOR   CLERICAI.,   EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  pages  20  and  22.) 

35.  This  examination  is  given  for  the  positions  of  clerk  and  carrier  fur  city  delivery 
in  the  Post-Office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Office  Service,  including  dates  and 
places  of  examinations,  wilt  be  found  on  pages  9  to  12,  inclusive. 

36.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  pcet-office,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects  as  shown  on  page  20,  omitting  the  test  in  reading  addresses.  Such 
examinations  will  be  held  only  when  eligibles  are  needed  and  will  bo  duly  announced 
In  the  public  press. 

THE  THIRD   GRADE,  OR  SUB  CLERIC  Ali,  EXAMINATION. 


(For  description  of  examination,  sample  questions,  etc.,  see  pages  20  and  24.) 

37.  The  minimum  age  limit  for  this  examination  is  18  years;  there  is  no  maximum 
1^  limit. 

38.  Application  and  examination  form  1800  is  required. 

39.  This  examination  is  given  for  the  positions  of  attendant,  foreman,  stamper,  and 
night  inspector  in  the fustom- House  Service,  and  for  messenger,  watchman,  classified 
laborer,  skilled  laborer,  and  all  positions  requiring  similar  qualifications,  in  the  service 
named  and  other  field  branches.  (Specific  information  concerning  examinaljons  for 
the  positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pages  14 
and  15.)  Persons  desiring  to  become  eligible  for  appointment  to  any  of  these  poei- 
tions,  except  elevator  conductor  and  messenger  boy,  should  apply  for  the  "Third 
Grade,  or'Subclerical, "  examination. 

40.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
places  at  which  the  first-grade  examination  will  be  held  as  indicated  in  section  31. 

41.  Application  blanks  may  be  secured  between  the  Ist  of  October  and  the  2d  of 
January,  either  from  the  local  gecretaries  in  the  cities  named,  or  from  the  District 
Secretary,  Second  United  States  Civil  Service  District,  New  York,  N.  Y.  To  receive 
consideration  for  the  February  examination  applications  must  be  filed  with  the  dis- 
trict secretary  at  New  York  City  not  later  than  the  hour  of  closing  business  on  January 
2.     Applications  received  after  the  time  specified  will  not  be  accepted. 

41a.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.     Should 
ir  in  third-grade  positions  for  which  female  eligibles  are  desired,  exam- 
s  wilt  be  duly  announced  in  the  public  press. 
1 2d  Dlst.J 
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1.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
laat  any  of  the  places  named  in  BectioDSlorotherplacesondatesotherthao  that  of 
annual  examinatioa,  due  announcement  of  eucb  extra  examioationa  will  be  made 
he  public  preae. 

i.  A  peraon,  having  passed  the  third-grade  examination  for  field  service,  can  not 
e  the  same  examination  within  approximately  one  year  of  the  date  of  the  examina- 
1  he  has  passed,  even  though  he  desires  to  enter  the  examination  in  another  city, 
e  sec.  9'f.)  A  person  who  fails  in  the  examination  may  take  the  next  examina- 
i  regardless  of  the  time  intervening. 

4.  Applicants  for  the  third-grade,  or  subclerical,  examination  must  be  able-bodied 
I  physically  capable  of  performing  manual  labor. 

5.  Male  applicants  for  the  third^rade,  or  subclerical,  examination  may,  upon  their 
uest,  take  the  strength  test  which  is  given  to  applicants  for  the  position  of  unskilled 
orer,  and  which  consists  of  lifting  and  shouldering  125  pounds  weight.  It  they 
IS  the  strength  teat  in  addition  to  the  subclerical  examination.  It  will  be  not«d 
the  register  as  in  the  nature  of  a  qualification.  IF  an  appointing  officer  requests 
tiScation  from  the  third -grade  rosier  of  those  persons  capable  of  performing  heavy 
nual  labor  connected  with  a  subclerical  position,  certification  will  be  made  from 
ise  standing  highest  in  the  educational  examination  who  have  also  passed  the 
engtb  test, 

INTERNAL-REVENUE  SERVICE. 

16.  The  first^irade,  or  clerical,  examination  is  given  for  positions  in  (his  service  as 
lows:  Clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
d  storekeeper^uger.  Applicants  ghtnild  not  apply /or  a  »p<(ijic  ponticm  or  positions, 
e  jeciiong  S4.  t5,  and  SO. 

17.  Persons  who  pass  the  examination  held  at  the  following-named  places  will 
eligible  for  appointment  in  the  Internal -Revenue  Service  in  the  internal- 
strict  in  which  such  places  are  located. 


le  Fifth  Internal -Re  venue  District  of 
New  Jersey :» 

Newark,  N.  J. 
le  First  Internal -Re  venue  District  of 
New  York: 

Brooklyn,  N.  Y, 
lie  Second  and  Third  Internal-Revenue 
Districts  of  New  York: 

New  York,  N.Y- 
he  Fourteenth    Internal-Revenue  Dis- 
trict of  New  York: 

Albany,  N.  Y. 

Newbmgh,  N.  Y. 

Plaltsburg,  N.  Y. 

Troy,  N.  Y, 


indicated  below: 

The  Twenty-first  Internal-Revenue  Dis- 


(For  description  of 


of  New  York: 
Auburn,  N.  Y. 
Blngbamten,  N.  Y. 
Cape  Vincent,  N.  Y. 
Ithaca,  N.  Y. 
Ogdensburg,  N.  Y 
Oswego,  N,  Y. 
Syracuse,  N,  Y. 
Utica,  N.  Y. 
The    Twenty-eighth    Internal-Revenue 
District  of  New  York: 
Buffalo,  N.  Y. 
Elmira,  N.  Y. 
Jamestown,  N.  Y. 
Niagara  Falls,  N,  Y. 
Rochester,  N.  Y. 
see  page  20;  for  date  of  examination,  see  sec.  31.) 


sThe  Fiftb  latfroal-ReveDue  District  at  New  Jersey  Inctudea  tbe  a 
[UDterdOD,  UlddleHi,  Horrla,  Passaic,  SomerBet,  Sussex,  UdIdd,  an 
ifdiiD,  lUddlcsex,  Somerset,  and  Warren  are  la  the  Tlilrd  Civll-Servlce 
elng  [d  the  Second  Clvll-Servlce  District.  Persons  passing  the  exam 
>r  sppolntmeat  \a  positions  In  tbe  Intemal-Revenue  Service  onywli 
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48.  Storekeepers  itiid  gaugera  whoee  compeosatioD  doee  not  exceed  93  per  dwin 
when  actually  employed  and  whose  aggregate  compeosatioD  does  not  exceed  S500 
per  annum  are  not  iubject  to  competitive  examination. 

49.  The  ponition  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualillcationB  are  filled  from  registers  established  as  a  result  of  the  third  grade,  or 
■nilx-lerical,  examination.  (For  description  of  examination,  see  pages  20  and  24;  for 
d«te  of  examination,  sec  sec.  40.) 

t^UHTOM-HOUSE   8ERTICE. 

50.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
fiillowo:  (lauger,  day  inspector,  and  assistant  weigher  (eicept  at  the  port  of  New 
York),  clorh,  inspoctren,  storekeeper  (classed  as  clerk),  deputy  officer,  and  sampler. 

51 .  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of  attend- 
ant, foreman,  night  inspector,  messenger,  watchman,  stamper,  and  classified  laborer. 
AfpUaanU  lor  lltal  oi  third  irade  examliutioiM  atwnU  not  apply  for  a  ipeclfic  position 
or  poiltloni.    l«o  oeotloBi  91,  Ifi,  80,  and  89. 

52.  The  iHisitionn  of  ganger,  inspector,  assistant  weigher,  and  assistant  ganger  at 
the  iHirt  III  New  York  are  tilled  by  promotion  or  transfer. 

53.  InniMi-tiirsat  the  port  of  New  York  are  required  tobenotlesa  than  5  feet  6  inches 
In  hplght  without  ohoes  and  not  less  than  25  nor  more  than  40  years  of  age  at  the 
llmcof  pn-tnotion. 

M.  Kxamlnalirinn  will  be  hold  annually  for  custom-houses  at  the  following-named 

AlbfiNV,  N.  Y.  New  York,  N.  Y.  Rochester,  N.  Y. 

Iliirrul",  N.  Y.  Niagara  Falln,  N,  Y.  Syracuse  N  Y 

<;i,|,..  Vln.'ctit,  N.  Y,  Ogdcnsburn,  N.  Y.  iTtica,  N,' Y,6 

N.'Wiirh,  N.J.  Ohwi'ko,  N.  Y. 

N.'wI.nrgh,  N.  Y."  PlatMburg,  N.  Y. 

(I'or  iliwrlpi.ionofexamliinlionsHcp  [rngPH  20  and  24;  for  date  of  examinations  see 

55.  In  filling  vai-ancics  in  the  ('Uf  torn -House  Service  certilicatiou  will  be  made  of 
till'  namtwori'liKHiles  examined  at  the  port  at  which  the  vacancy  exists,  except  where 
itxuriiiriBtliiim  are  held  also  at  subporta  For  the  convenience  of  applicants  the  highest 
Dliglbli's  will  bo  <'DrLilied  of  those  examined  at  the  port  and  at  subporta.  Vacancies 
(KTurrinK  in  custom-houses  at  nubports  at  which  examinations  are  not  held  will  be 
nilcd  by  certiricBlion  of  the  highest  eligibles  examined  at  the  port  and  at  other  sub- 
[Hirln  in  thii  same  customs  district. 

5(1.  iCxaminatiuns  for  the  positions  of  aseayer,  cashier,  chief  or  special  deputy  col- 
Iu<.'t4ir,  do|)Uty  naval  olTicer,  deputy  surveyor,  examiner  and  weigher,  are  held  only 
when  oliRiblcH  are  needed,  and  will  be  duly  announced  in  the  public  press. 

57,  The  examination  for  opener  and  packer  will  consiat  of  the  third-grade,  or 
Hubclorical,  subjects,  with  a  weight  of  10  per  cent;  experience,  60  per  cent;  and 
physical  ability.  30  per  cent.  Special  credit  will  be  given  for  experience  in  open- 
ing and  packing  general  merchandise.  Application  and  examination  form  1800  is 
required.  This  examination  will  be  held  only  when  eligibles  are  needed  and  due 
announcement  of  examinations  will  be  mode  in  the  public  press.  Appoint«ea  to  the 
position  of  opener  and  packer  must  measure  not  leas  than  5  feet  6  inches  in  height 
in  bare  feet  and  weigh  not  lees  than  150  pounds. 

58.  Examination  for  the  position  of  sugar  sampler  is  held  only  when  eligibles  are 
needed.    Sugar  samplers  must  be  not  less  than  5  feet  6  inches  in  height  in  bore  feet 

o  Subport  of  New  York.  <•  Subport  of  Oswego. 
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weigh  not  lesa  thaD  150  pounds.    Applications  for  this  examination  are  not 
-ved  until  it  is  announced. 
.  for  most  pasitione  of  boatman  a.  noneducational  examination  is  given.    A  few 

poeitions  require  also  a  menial  t«et,  anil  in  such  cases  the  examination  will  con- 
}f  the  educational  subjects  of  the  third^rade,  or  subclerical,  examination,  wilh  a 
;lit  of  20  per  cent;  experience,  50  per  cent;  and  physical  ability,  30  per  cent, 
Ml  DO  mental  teat  is  required,  the  examination  will  consist  of  the  subjects  of  experi- 
!  and  physical  ability.  When  a  noneducational  examination  is  given,  applicants 
not  required  to  appear  at  any  place  for  examination.  Application  and  exam- 
ioa  form  ISOO  is  required.  This  examination  will  be  held  only  when  eligibles  are 
led  and  due  announcement  of  examinations  will  be  made  in  the  public  press. 
>.  There  are  no  positions  in  the  CuBfom-House  Service  in  the  Second  Civil-Service 
Irict,  which  are  filled  from  the  second-grade,  or  minor  clerical,  raster. 

1.  In  the  Cuatom-House  Service  women  are,  unless  otherwise  specified,  eligible  for 
■ointment  to  the  following-named  positions  only:  deputy  collector,  deputy  eur- 
or,  clerk,  stenographer  and  typewriter,  iDspectresa.  and  cashier. 

2.  At  the  port  of  New  York  tie  entrance  salary  for  clerks  is  1840  per  annum,  witha 
vision  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satisfactory 

POST-OFFICE   SERVICE. 

•3.  For  the  positions  of  clerk  and  carrier  for  city  delivery  the  second  grade,  or  minor 
rical,  examination  is  given.  (Fordescription  of  this  examinalionsee  pages  20and  22.) 
M.  Applicants  for  examination  for  appointment  to  the  Post-Office  Service  should 
ply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier  "  examination,  dependii^  upon  the 
sition  or  poeitions  desired.  (See  sec.  75.)  Application  should  not  be  made  for 
e  "second  grade"  or  "minor  clerical"  examination, 

65.  Application  form  1371  is  required. 

66.  The  minimum  and  maximum  aige  limits  tor  the  Post-Office  Service  are  18  and 
years,  respectively.     The  ^e  limils  are  waived,  however,  in  the  cases  of  persons 

>norably  discharged  from  the  military  or  naval  service  hy  reaton  of  ditability  resulting 
am  wounds  or  sickness  incurred  in  the  line  of  duty. 

67.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  prohj- 
ition,  however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  separated 
om  their  husbands  and  support  themselves. 

68.  Applicants  tor  the  Post-Office  Service  are  required  to  be  physically  sound  and 
1  good  health.  The  Post-Office  Department  has  advised  the  Commission  that  no 
erson  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
J  the  position  of  carrier  in  the  Post-Office  Service:  Hunchbacks;  persons  having 
etective  hearing,  sight,  or  speech;  pezBons  blind  in  one  eye;  one-armed,  one-handed, 
r  one-legged  persons,  or  those  having  crippled  arms  or  legs,  or  those  suffering  from 
Ht.hma  or  hernia.  These  detects  will  also  debar  a  person  from  appointment  to  the 
iDsition  of  clerk  in  the  Post-Office  Service,  except  that  deaf  mutes  and  persons  with 
lelective  speech  or  hearing  may  be  appointed  to  the  poeitions  of  mail  clerk,  distributer, 
ind  directory  and  forwarding  clerk.  Applications  from  persons  who  are  not  entitled 
10  examination  on  account  of  physical  defects  will  be  canceled,  unless  such  persons 
ire  honorably  discharged  United  States  soldiers  or  sailors,  entitled  to  preference  under 
aection  1754,  Revised  Statutes  of  the  United  States.  (See  sec.  9  c  for  physical 
defects  which  will  debar  persons  from  any  examination.) 

69.  Male  applicants  must  measure  not  less  than  S  feet  4  inches  in  height  in  bare  feet, 
and  we^h  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weyjht. 

70.  Unless  otherwise  specified,  applicants  for  positions  in  the  Post-Office  Service 
must  appear  for  examination  in  the  city  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

(2d  Dlat.] 
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71.  ExamiDfttioDe  for  the  following-named  firBt-claaa  oHicea  will  be  held,  ae  far  as 
practicable,  on  the  Snt  Wednesday  or  Saturday  in  November  of  each  year,  and  ofteoer 
wbeD  Decenary: 


Albany,  N.  Y. 
Amsterdam,  N .  Y . 
Auburn,  N,  Y, 
Bayonne,  N.  J. 
Binghamlon,  N.  Y. 
BloomGeld,  N.J. 
Brooklyn.  N.  Y. 
Buffalo,  N.  Y. 
CortUnd,  N.  Y. 
East  Orange.  N.J. 
Elizabeth,  N.J. 
Elmira,  NY. 
FarRockaway,  N.  Y.» 
Flushing,  N.  Y.o 
Geneva,  N.  Y. 
GlensFallB,  N.  Y. 
Gloversville.  N.  Y. 
Ilflckensack,  N.  J. 
Hoboken,  N.  J.  o 


Passaic.  N.J. 
Pateraon,  N.  J. 
Plainlield.  N.J. 

Piirt  CheBter,  N.  Y. 
Poughkeepsie,  N.  Y. 
Rochester,  N.  Y. 
Rome,  N.  Y. 
Sarauiga  Springs,  N.  Y. 
Schenectady,  N.  Y. 
Stapielon,  N.  Y." 
Syracuse,  N.  Y. 
Tarrytown,  N.  Y. 
Troy,  N.  Y. 
Utica,  N.  Y. 
Watertown,  N.  Y. 
Weehawken,  N.  J. " 
White  Plains,  N.  Y. 
Yonkers,  N.  Y. 


Ithaca,  N.  Y. 
Jamaica,  N.  Y. o 
Jamestown,  N.  Y. 

Jersey  City,  N.J." 
Kingston,  N.  Y. 
Lockport,  N.  Y,. 
Long  Island  City,  N.Y," 
Middletown,  N.  Y. 
Monlclair,  N.  J.  >> 
Morristown,  N.J. 
Mount  Vernon,  N.  Y. 
Newark,  N.J. 
Newark,  N.  Y. 
Newburgh,  N.  Y. 
New  Rochelle,  N.  Y. 
New  York,  N.  Y. 
Niagara  Falb,  N.Y. 
Orange,  N.  J,  6 
Oswogo,  N.Y. 

72.  Blank  fonns  of  application  tor  the  November  examinations  may  be  obtained 
from  the  local  secretary  at  the  office  where  employment  is  desired,  or  from  the  Secre- 
tary of  the  Second  Civil-Service  District,  Custom-House,  New  York  City,  between 
July  1  and  October  1.  Applications  must  be  properly  executed  and  filed  with  the 
district  secretary  at  New  York  City  between  July  1  and  the  close  of  busiueas  on 
October  1. 

Appllcattona  foi  the  November  ezamluatloiii  pieseated  at  other  Uroei  will  not  be 
accepted. 

73.  Whenever  extra  examinations  may  become  necessary,  U 
Mcrvice,  due  announcement  will  be  made  of  the  dates  and  place 
and  also  ol  the  time  allowed  for  the  filing  of  applications, 

74.  A  person  can  not  at  the  same  time  be  an  applicant  for  or 
tion  for  more  than  one  first-class  post-office.    This  restrictiot 
ever,  when  ati  examination  is  held  for  any  oE  these  offices  on 
of  the  regular  annual  examination  in  November.    Such  extra  examinations  will  be 
held  only  when  eligiblee  are  needed,  and  will  be  duly  announced. 

74a.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
post-office  within  approximately  one  year  of  the  date  of  the  examination  he  has  passed. 
(See  section  9f,)  Aperson  who  fails  in  an  examination  may  take  the  next  examination 
regardless  of  the  time  intervening. 

75.  For  the  following-named  offices  the  names  of  male  eligibles  will  be  entered  on 
only  one  r<^ster — namely,  the  "clerk"  or  the  "carrier"  register — and  male  appli- 
cants for  these  offices  must  indicate  in  their  applications  whether  they  desire  the  position 
aCcltrk"  OToS  "carrier:" 


eligible  from  e 
1  will  not  apply,  how- 
date  other  than  that 


Albany,  N.  Y. 
Auburn,  N.  Y. 
Binghamton,  N.  Y. 
Brooklyn,  N.  Y. 


Buffalo,  N.  Y. 
East  Grange,  N.  J. 
Elisabeth,  N.J. 
Elmira,  N.  Y 


Flushing,  N.  Y. 
Hoboken,  N.J. 
Jamaica,  N.  Y. 
Jersey  City,  N.J. 

:,  New'-'ornaty. 
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eland  City,  N.  Y.         PaBsaic,  N.  J.  Syracuse,  N.  Y. 

k,  N.J.  Patereon,  N.  J.  Troy,  N.  Y. 

fork,  N.  Y.  Rochester,  N.  Y.  Utica,  N,  Y. 

e,  N.  J.  Schenectady,  N.  Y,  Yonkera,  N.  Y, 

A  request  foe  a  ehenge  in  the  deaignation  ot  the  position  desired  by  an  applicant 
be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
et  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  bb  made. 
The  name  of  each  male  eligible  for  any  poet-office  not  mentioned  in  the  para- 
nunabered  75,  above,  will  be  entered  on  both  the  male  clerk  and  carrier  regis- 
nd  will  be  certified  (considered)  in  its  order  for  vacancies  occurrii^;  in  the  position 
ler  male  clerk  or  carrier  without  regard  to  any  choice  of  position  expressed  by  the 
le  in  his  application.  The  postmaster  is  required  to  make  selection  for  the  first 
Lcy  from  not  more  than  the  highest  three  names  on  the  roister,  and  for  the  second 
icy  he  shall  make  selection  from  not  more  than  the  h%heat  three  remaining 
1  have  not  been  within  his  reach  for  three  separate  vacancies.  The  third  and  any 
ional  vacancies  shall  be  filled  in  like  manner.  An  eligible  who  has  been  within 
for  three  separate  vacancies  in  either  position  in  his  turn  may  be  subsequently 
ted  for  that  position  subject  to  the  approval  of  the  Commission  from  the  certificate 
tiich  his  name  last  appeared,  it  the  condition  of  the  roister  has  not  so  changed  as 
ace  him  in  other  respects  beyond'wach  of  certification.  The  name  of  a  male 
)le  must  have  been  within  reach  for  three  separate  vacancies  in  a  position  before 
lame  may  be  passed  over  in  makir^  selection  for  appointment  to  that  position. 
lelectioD  from  one  register  or  declination  of  appointment  when  selected  will  not 
t  the  eligible'a  standing  on  the  other  register.  Appointment  from  either  register 
remove  the  eligible's  name  from  both  registers. 

.  In  the  Fost-Office  Service  appointments  are  usually  made  to  the  position  of  sub- 
ite  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
□al  appointment  to  the  first  vacancies  occurring  in  regular  positions. 
.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
ice  are  divided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade, 
ry  tSOO;  third  grade,  salary  )900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
00,  sixth  grade,  salary  ?1,200.  Clerks  and  carriers  at  first-class  offices  will  be  pro- 
ed  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
be  promoted  successively  to  the  fourth  grade. 

).  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  b^inning  of  the 
rter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
motion  will  be  made  except  upon  evidence  satisfactory  to  the  FosUOffice  Depart- 
it  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year, 
en  a  clerk  or  carrier  fails  ot  promotion  because  of  unsatisfactory  service,  he  may 
promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
uter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
iod.  Clerks  and  carriers  of  the  fiigbest  grade  in  their  respective  offices  are  eligible 
promotion  to  the  higher  positions  in  said  post-offices.    < 

>1.  Any  male  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  tmd  any  carrier 
;ligible  for  transfer  lo  the  service  of  a  clerk. 

12.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
ch  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours  daily, 
1  may  serve  as  substitutes.  They  are  el^ible  for  appointment  as  clerks  and  carriers 
the  first  grade. 

ii.  Subetitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  servii^  for  absent  clerks 
d  carrier,  and  they  are  el^ble  for  appointment  as  auxiliary  employees  and  as 
irks  and  carriers  of  the  first  grade. 
E2d  Dlst] 
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84.  ExaminationB  for  the  following-named  eecoDd-claas  offices  will  be  held  only  wheo 
eligiblee  are  needed,  and  application  blanks  will  not  be  given  out  until  the  exvuina- 
tionB  are  announced: 


Albion,  N.  Y. 
Arlington.  N.  J. 
Bftldwinsville,  N.  Y. 
BallBton  Spa,  N.  Y. 
Batavia,  N.  Y. 
Bath,  N.  Y. 
Brockport,  N.  Y. 
Canajoharie,  N.  Y. 
Cananda^ua,  N.  Y. 
Canastoto,  N.  Y. 
Canton,  N.  Y. 
Carthage,  N,  Y. 
Catskill,  N.  Y. 
Cohoes,  N.  Y. 
CooperBtown,  N.  Y. 
Corning,  N.  Y. 
Cranford,  N.  J," 
Dansville,  N.  Y. 
DepoBit,  N.  Y. 
Dover,  N.  J. 
Dunkirk,  N.  Y. 
Eaat  Aurora,  N.  Y. 
EllenviUe,  N.  Y. 
Englewood,  N.  J. 
Fishkill   on   the  Hudson, 

N.  Y. 
Fort  Plains,  N.  Y. 
Fredonia,  N.  Y. 
Freeport,  N.  Y. 
Fulton,  N.  Y. 
Gouvemeur,  N,  Y 
Hempstead,  N.  Y. 


Herhimer,  N.  Y. 
HooBiek  Falls,  N.  Y. 
Homell,  N.  Y. 
Hudson,  N.  Y. 
nion,  N.  Y. 
Irvington,  N.  Y. 
Johnatown,  N.  Y, 
Le  Roy,  N.  Y. 
Lesterahire,  N.  Y. 
Liberty,  N.  Y. 
Little  Falls,  N.  Y. 
Lowville,  N.  Y. 
Lyons,  N.  Y. 
Madison,  N.  J. 
Malone,  N.  Y. 
Mamaroneck,  N.  Y, 
MechanicBville,  N.  Y, 
Medina,  N.  Y. 
New  Brighton,  N.  Y.6 
Newton,  N.  J. 
Northport,  N.  Y. 
North  Tonawanda,  N.  Y. 
Norwich,  N.  Y. 
Nyack,  N.  Y. 
Ogdeneburg,  N.  Y. 
Olean,  N.  Y. 
Oneida,  N.  Y. 
Oneonla,  N.  Y. 
Ossining,  N..Y. 
Owego,  N.  Y. 
Palmyra,  N.  Y. 
Patch<^e,  N.  Y. 


Peekskill,  N.  Y. 
Penn  Yan,  N.  Y. 
Plattsburg,  N.  Y. 

Port  Jervis,  N.  Y. 
Port  Richmond.  N.  Y.fc 
Potedam,  N.  Y. 
Rah  way,  N.  J, 
Rensselaer,  N'.  Y. 
Ridge  wood,  N.  J. 
Rockville  Center,  N.  Y. 
Roeebank,  N.  Y.6 
Rutherford,  N.  J. 
Salamanca,  N.  Y. 
Sandy  Hill,  N.  Y. 
Saranac  Lake,  N.  Y. 
Saugerties.  N.  Y. 
Seneca  Falls,  N.  Y, 
South  Orange,  N.  J, 
Summit,  N.  J. 
Tompkins ville,  N.  Y.6 
Tonawanda,  N.  Y. 
Walton,  N.  Y. 
Watervliet,  N.  Y. 
Watkins,  N.  Y. 
Waverly,  N.  Y. 
WellBville.  N.  Y. 
Westfield,  N.  J. 
Westfleld,  N.  Y. 
,WestHoboken,N.  J.6 
West  New  Brighton,  N.  Y.6 


Due  announcement  ol  the  date  and  place  of  examinations  will  be  given. 

THE  SUBTREASURT,  THE  MINT  AND  ASSAY,  THE  NAVT- 
TARD,  THE  CUSTODIAN,  THE  IMMIGRATION,  THE 
STRAMBOAT- INSPECTION,  AND  THE  MARINE-HOS- 
PITAL SERVICES;  WEATHER  BTTREAtT,  LIGHT-HOUSE, 
BUREAU  OF  ANIMAL  INDUSTRY,  PENSION  AGENCY, 
QUARTERMASTER'S  DEPARTMENT  AT  LARGE,  ORD- 
NANCE DEI*ARTMEaJT  AT  LARGE,  AND  ENGINEER  DE- 
PARTMENT AT  LARGE,  ESTABLISHMENTS,  ETC. 

86.  Clerical,  minor  clerical,  and  subclerical  positions  in  field  establishments  of  the 
above-named  and  of  other  branches  of  the  service  are  filled  by  certification  from 
appropriate  registers  established  from  examinations  for  these  grades  as  described  on 
pages  5  to  7,  inclusive. 


:vGoo<^Ic 


In  order  to  become  eligible  for  appoiotment  to  clerical  poaitionB  in  the  Sub- 
ry  Service,  appiicanta  murt  show  in  their  applicationa  that  they  have  had  at 
;hree  yeara'  experience  in  lines  of  work  similar  to  that  of  clerical  poeitiona  in 


Rigid  teats  of  character  and  integrity  will  be  applied  to  all  applicants  for  the 
eaaury  Service,  and  only  those  eatisfactorily  meeting  such  teste  may  become 
le  for  appointment  to  this  service.  These  testa  shall  be  such  aa  may  be  found 
icable  and  satisfactory  to  the  Civil  Service  Commiasion  and  the  aaaiatant  treas- 

Wheaever  the  department  so  desires,  separate  but  not  different  examinations 
>e  held  and  separate  registers  of  eligibles  maintained  for  any  aubtreaaury.  Other- 
certification  to  poeitiona  in  the  Subtreaaury  Service  will  be  made  from  the  gen- 
-egistere  established  by  the  examinations  described  on  pages  5  to  T,  inclusive. 

STENOGRAPHER  AND   TYPEWRITER. 

1.  The  stenc^rapher,  the  typewriter,  and  the  combined  stenographer  and  type- 
!r  examinations  are  held  quarterly  in  January,  April,  July,  and  October  at  various 
IB  throughout  the  country.  Examinations  are  held  aimultaneouBly  for  field  posi- 
i  (that  is,  poeitions  outside  of  Washington,  D.  C),  for  positions  in  the  departments 
offices  at  Washington,  and  for  positions  in  the  Philippine  and  Isthmian  Canal 
ices.  Only  the  combined  stciw^rapher  and  typewriter  examination  is  given  for 
Philippine  service. 

pplicanta  are  required  to  show  in  their  applications  the  service  or  eervires  in  which 
loyment  m  desired,  and  at  the  time  of  examination  each  competitor  is  given  an 
jrtunity  to  indicate  the  exact  localities  in  which  he  is  willing  to  accept  appoint- 
,t.  Those  who  indicate  a  willingness  to  accept  appointment  in  Washington,  D.  C, 
,  if  an  eligible  rating  is  attained  in  the  examination,  have  their  names  placed  on 
register  for  Washington,  D.  C,  only,  unleas  they  apply  for  the  Philippine  or 
mian  Canal  service.  Thiwe  who  indicate  a  desire  for  appointment  to  positions 
/  in  the  locality  in  which  examined  will  have  their  names  placed  on  a  register  of 
iblee  for  that  purpose.  An  eligible  may  not  have  hia  name  on  the  roister  for 
ihington,  D.  C,  and  also  for  the  field  service  at  the  same  time.  A  person  who 
signified  his  willingness  to  accept  appointment  in  Waahington,  D.  C,  may  also 
e  his  name  placed  on  the  register  tor  the  Philippine  service  or  the  Isthmian  Canal 
lice,  or  both,  by  filing  a  separate  application  for  each  additional  service  desired 
[  by  complying  with  the  additional  requirements.  Persona  whose  names  are  oa 
isters  for  field  positions  may  not  have  their  names  on  the  register  for  the  Philippine 
i'ice  or  lor  the  Isthmian  Canal  service  at  the  same  time.  Application  may  be  made 
examination  for  the  Philippine  Service  or  the  Isthmian  Canal  service  or  both  and 
.for  service  In  Washington,  D.  C.,  if  desired.  A  peison  whose  name  ia  on  the  regis- 
for  field  positions  may  have  his  name  transferred  to  the  register  for  poeitions  in 
ishiogton.  D.  C,  in  the  Philippine  service,  or  in  the  Isthmian  Canal  service,  or  vice 
■sa,  at  any  time  within  the  period  of  eligibility  if  there  is  a  reason  for  auch  transfer 
ich  is  satisfactory  to  the  Commission  and  the  person  has  comphed  with  the  re- 
irementa  of  the  service  to  which  transfer  of  eligibility  is  desired. 
[n  filling  vacancies  in  field  poeitions  preference  will  be  given  to  persons  examined 
the  city  in  which  or  in  the  immediate  vicinity  of  which  the  vacancy  exists.  In 
ie  the  register  for  any  locality  becomes  exhausted  resort  may  be  had  to  the  register 
'  another  locality  if  it  cont^ns  the  names  of  eligiblea  available  for  the  positioo 

Form  1424,  showii^  the  dates,  places,  character,  and  scope  of  the  examinations,  and 
B  requirements  for  the  various  services,  may  be  obtained  by  addressing  the  district 
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secretary  or  the  Gommiseion  at  Washington.  Application  forme  will  also  be  forwarded 
upon  request.  Form  304  is  required  for  all  servicee  except  the  Philippine;  for  the 
Philippine  service  Form  2  is  required.  Applications  m»y  be  filed  at  any  time  with 
the  Commiesioa  at  Washington. 

Women  are  admitted  to  the  April  and  October  examinations  only,  and  are  not 
admitted  to  the  examination  for  the  Philippine  or  the  Isthmian  Canal  service. 

The  demand  for  stenc^rapher  and  typewriter  eligiblee  is  usually  greater  than  the 
supply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose  eervicee 
prove  satisfactory. 


89.  All  United  States  deputy  matahals,  except  those  employed  aa  field  deputies,  or 
whoee  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  indicated  in  the  following  pan^aphs: 

90.  Vacancies  in  positions  requiring  a  knowledge  of  stent^raphy  and  typewriting 
or  of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
register  for  field  service  or  the  bookkeeper  roister  for  the  general  departmental 
service  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists.  See 
sees.  88a  and  135. 

91.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
and  typewriting  or  of  bookkeeping,  certification  will  he  made  from  the  first-grade,  or 
clerical,  register  of  eligibles  who  were  examined  in  the  State  in  which  the  vacancy 

92.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner 
unless  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
transfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  first-grade,  or  clerical,  examination,  including  a 
list  of  places  at  which  the  examination  may  be  taken  and  the  date  of  annual  exami- 
nations, is  given  on  page  5  of  this  publication.) 


93.  Establishments  of  the  Ordnance  Department  at  Large  iu  the  Second  United 
SUtee  Civil  Service  District,  are  at  Dover,  N.  J.;  New  York,  N.  Y,;  and  Water- 
vliet,  N.  Y.  Full  information  concerning  the  above-named  positions  and  appli- 
cation forms  may  be  obtained  by  addressing  the  secretary  of  the  local  board  of 
civil-service  examiners  at  any  of  the  ordnance  establishments  named  or  the  Secre- 
tary, Second  United  States  Civil  Service  District,  Custom-Uouse.  New  York,  N.  Y. 
Applications  may  be  filed  at  any  time  with  the  district  secretary.  Examinations 
will  he  held  as  frequently  as  the  needs  of  the  service  require,  and  when  an 
examination  is  te  be  held  persons  having  applications  on  file  will  be  notified  when 
and  where  to  appear  for  examination. 

ELEVATOR   CONDUCTOR,   ALL   SERVICES. 

94.  The  position  of  elevator  conductor  in  federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  third^rade  examination  as  shown  on 
page  20,  with  a  weight  of  50  per  cent,  and  experience  50  per  cent. 

95.  The  minimum  age  limit  tor  this  examination  is  20  years;  there  is  no  maximum 
age  limit. 

96.  Application  and  examination  form  1800  is  required. 

97.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable  of 
performing  manual  labor. 
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In  rating  the  element  of  "experience"  credit  will  be  given  for  actual  experience 
;vator  conductor,  electric  motorman,  or  electric  craneman,  aad  applicanta  who 
not  had  at  leaat  six  months  of  BUchexperieoce  will  not  beadmitt^  to  theexami- 
n.      If  an  applicant  has  had  only  aix  months'  experience,  that  experience  must 

been  gained  within  the  twelve  months  juat  prior  to  the  date  of  application. 
icants  muBt  fully  indicate  in  their  appHcationH  the  kind  ot  elevators,  whether 
Miger  or  freight,  upon  which  they  have  been  employed,  aa  well  as  the  length  of 

experience. 
.  This  examination  will  be  held  only  when  eligible.-*  are  needed,  and  will  be  duly 
lunced  in  the  public  press. 

MESSENGER  BOY. 

0.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  city,  ot  in 
vicinity  of  the  city,  in  which  a  vacancy  occurs,  and  only  when  eligiblea  are 
led.  The  examination  will  consist  of  the  third-grade,  or  subclerical,  subjects 
page  20),  with  the  exception  of  the  subject  of  experience,  each  ot  the  five  sub- 
s  having  a  we^ht  of  20  per  cent.  When  examinations  are  to  be  held,  announce- 
it  is  made  in  the  public  press. 

)1.  The  minimum  and  maximum  age  limits  for  this  examination  are  16  and  18 
rs,  respectively. 
)2.  Application  form  1371  is  required. 

NONEDUCATIONAL,  EXAMINATIONS. 

03.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  positions 
ich  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service  and  the 
artermaater's  Department  at  Large  have  been  placed  under  the  district  system  (see 
.  2).  Application  forms  for  these  two  services  are  distributed  and  received  by  the 
retary  of  the  Second  Civil-Service  District,  Custom-House,  New  York,  N,  Y,  For 
ormation  concerning  non educational  positions  in  other  field  services  application 
)uld  be  made  to  the  secretary  of  the  local  board  ot  civil-service  examiners  at  the 
abiishment  where  employment  is  desired.  The  following  information  applies  to 
J  Custodian  Service  and  the  Quartermaster's  Department  at  Laige: 

104.  Appropriate  examinations  are  held  based  on  experience  and  physical  ability, 
le  relative  weights  of  these  subjects  on  a  scale  of  100  are:  Physical  ability,  40; 
oerience,  SO.  The  information  on  which  the  ratings  are  based  must  be  furnished  by 
e  applicant  in  the  application  blank.  Care  should  be  taken  to  furnish  accurate  and 
mplete  information  in  order  that  a  sufficient  basis  may  be  had  for  rating  the  papers, 
ich  question  in  the  application  and  vouchers  must  be  fully  answered. 

105.  The  method  of  rating  the  subjects  of  these  examinations  is  as  follows: 

(a)  Physical  ability. — An  applicant  without  apparent  physical  disqualifications 
rated  at  98  tor  this  element.  For  physical  defects  which  may  impair  his  efficiency 
,  the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
om  98  according  to  the  nature  of  this  defect  or  disqualification. 
{b)  BxPEKiENCB. — This  subject  will  be  rated  upon  the  statemenls  made  by  the 
jplicant  in  his  application,  as  corroborated  by  his  vouchers  and  references.  Con- 
deration  will  be  given  to  the  date,  length,  quality,  and  character  of  the  experience 
iQwn,  and  special  consideration  will  be  given  experience  which  is  continuous  and 

106.  In  any  ot  these  examinations  the  Commission  may  in  its  discretion  call  for  such 
dditional  evidence  of  qualifications  or  capacity  ae  it  may  deem  necessary,  but  no 
scommendstions  other  than  those  called  tor  by  the  Commission  will  be  considered. 

107.  AUcompetitora  rated  at  70  or  more  are  eligible  for  appointment,  and  their  names 
le  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of  persons 
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preferred  under  sectioa  1754,  R.  S.,  rated  at  65  or  iiunn  are  placed  above  all  others 
who  have  not  been  allowed  such  preference. 

106.  When  such  examinatiooa  (noneducational)  are  given,  applicants  are  not 
required  Ui  appear  at  any  place  For  examination,  but  to  file  with  the  district  secretary 
fully  executed  applications  on  the  form  prescribed. 

CUSTODIAN    SERVICE. 

109.  The  Cuetodiao  Service  covers  positions  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Positions  of  the 
noneducational  class  in  this  service  are  such  as  SremeD,  janitor  (except  in  the  U.  S. 
court-house  and  post-office  building  at  New  York),  etc.  Examinations  for  such 
positions  are  beld  only  when  eligibles  are  needed,  and  due  announcement  of  exam* 
inations  will  be  made  in  the  public  press. 

110.  Vacancies  in  double-titled  positions  in  the  Custodian  Service,  such  aa  flremar.- 
watchnian,  watchman-fireman,  fireman-laborer,  janitor-fireman,  etc.,  are  filled  fron; 
appropriate  registers  of  one  title.  The  first  word  of  the  title  of  such  double-titled 
positions  indicates  the  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  noneducational  or  educational  examination  according  to  the  duties  of  the  poeition 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman- 
watchman  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
when  eligibles  are  needed),  while  a  vacancy  in  the  position  of  watchman-fireman 
will  be  filled  by  certification  from  the  roister  established  as  a  result  of  the  third- 
grade  educational,  or  subclerical,  examination  referred  to  on  page  6. 

110a.  Examinations  for  technical  positions  in  the  Custodian  Service,  such  as  steam 
engineer,  electrician,  etc.,  include  educational  qualifications  and  are  held  only  when 
eligibles  are  needed. 

QUARTERMASTER'S   DEPARTMENT  AT   LARGE. 

111.  Noneducational  positions  in  the  Quartermaster's  Department  at  Large  include 
the  mechanical  trades  and  similar  pusitionn,  and  applicationfi  fur  the  poHitions  men- 
tioned below  may  be  filed  at  any  time: 

Blacksmith.  Packer. 

Carpenter.  Painter. 

Chauffeur,  Plumber  and  steamfitter. 

Gardener.  Stationary  fireman. 

Marine  fireman.  Stationary  steam  engineer." 

Uarine  gasoline  engineer.  Wagonmaster. 

Master.  Wheelwright. 

Mate. 

112.  Vacancies  at  the  following-named  establishments  of  the  Quartermaster's  De- 
partment at  liai^  will  be  filled  as  a  result  oF  these  examinations: 

Chief  Quartermaster's  Office,  Governors  Island,  N.  Y.;  Depot  Quartermaster's 
Office,  New  York  City;  Fort  Hamilton,  Brooklyn,  N.  Y.;  Fort  Wadaworth,  Staten 
Island,  N.  Y.;  Fort  Jay,  Governors  Island,  N.  Y.;  Fort  Wood,  Liberty  Island,  N.  Y.; 
Fort  Totten,  Long  Island,  N.  Y.;  Fort  H.  G.  Wright,  Fishers  Island,  H.  Y.;  Fort 
Schuyler,  New  York,  N.  Y.;  Fort  Terry,  Loi^  Island,  N.  Y.;  Fort  Michie,  Gull  Island, 
N,  Y.;  Fort  Slocum,  Davids  Island,  N.  Y.;  West  Point,  N.  Y.;  Port  Hancock,  N.  J.; 
Plattsburg  Barracks,  Plattaburg,  N.  Y.;  Madison  Barracks,  Sackett  Harbor,  N.  Y.; 
Fort  Ontario,  N.  Y.;  Fort  Mott,  N.  J.;  Fort  Porter,  Bufialo,  N.  Y.;  Fort  Niagara, 
N.  Y.;  and  Fort  Dupont,  Del. 

113.  Application  forms  may  be  obtained  from  and  should  be  filed  with  the  Secre- 
tary, Second  Civil  Service  District.  Custom-House,  New  York.  N.  Y. 


The  minimum  age  limit  for  tbese  poeitions  ie  20  yeate;  there  la  no  nusimum 
lit. 

Applicration  and  examinatioa  form  ISOO  ie  required. 

Applicants  who  dedre  to  apply  for  eiftmination  for  more  than  one  poeitioa 
lie  a  separate  application  for  each  poeition  desired. 

Applicants  for  these  examinations  may  eign  their  applicatione  by  mark  if 
e  to  write. 

Applicants  for  the  positions  of  marine  engineer,  master,  and  niat«  should  give  in 
applications  the  names  and  tonnages  of  the  vessels  upon  which  they  have  been 
)yed  and  eubmit  with  their  applications  licenses  or  certificates  from  the  proper 
.boat  inapeclors  showing  the  grade  and  character  oE  the  licenses  held  by  them. 
.  Registers  will  be  established  quarterly,  or  more  frequently  if  the  needs  of  the 
;e  require.  To  receive  consideration  for  a  certain  quarter  applications  must 
ed  in  compUte  Jorm,  with  the  district  secretary  not  later  than  the  15th  oE  March, 
,  September,  or  December,  as  the  case  may  be.    The  ngist«rs  will  be  made  up 

sooD  alter  the  first  of  (he  next  succeeding  months. 

).  Examinations  for  positions  other  than  those  named  above  are  held  only  when 
}les  are  needed  and  no  applications  are  accepted  until  an  examination  has  been 
<unced.    (For  method  of  certification,  Bee  page  18.) 
or  further  information  in  regard  to  noneducational  examinations,  see  page  15,) 

UNSKILLED   LABORER. 

:1.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govemii% 
employment  of  laborera  in  the  federal  service,  positions  of  this  character  are  filled 
'egistration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  those  of  cora- 
I  laborer  or  workman  and  of  women  those  of  charwoman  or  its  equivalent.  Labor 
ilatione  are  in  force  at  Brooklyn,  N.  Y.,  BufEalo,  N.  Y.,  Newark,  N.  J.,  and  New 
k,  N.  Y.,  in  the  Second  United  States  Civil  Service  District.  Extuninations  are 
1  annually.  Application  blanks  may  be  obtained  from  the  Boards  of  Labor 
ployment  in  the  cities  named  when  examinations  are  announced. 
22.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where  employ- 
nt  is  desired.  The  secretaries  of  local  boards  of  civil  service  examiners  at  estab- 
imenls  of  the  Ordnance  Department  at  Lat^  will  furnish  information  concerning 
skilled  labor  at  such  establishments. 

CERTIFICATION   AND   ELIGIBILITY. 

L23.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
'.  entered  on  the  raster  in  the  order  of  the  average  attained.  An  average  per- 
<i\!b%a  oE  not  leas  than  70  is  required  in  order  ta  become  eligible  for  appointment, 
cept  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
□aval  service /or  disMXiiy  incurred  in  the  line  of  duty.  The  names  of  such  persons 
iDse  claims  for  preference  have  been  allowed  by  the-Civil  Service  Commission  and 
10  attain  an  average  percentage  of  not  lees  than  65  will  be  placed  at  the  head  of  the 
igible  register. 

124.  Separate  roisters  are  established  for  men  and  women,  and  certification  is 
iAe  according  to  the  requisition  of  the  nominating  officer. 

125,  The  period  of  eligibility  is  one  year  from  (he  date  of  entering  the  name  on  the 
«iflt«r. 

128,  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
icancy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
iree  certifications  for  appointment  to  each  nominating  or  appointing  officer  in  each 
^vicetor  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certified 
12a  DlaL] 
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for  filling  a  vacancy  in  a  podtjon  paying  an  enbance  salary  lower  than  tliat  named  by 
bim  in  his  application  or  exaniination  papera.  Appointment  to  a  position  in  any 
service  will  operate  to  remove  the  eligible'a  name  from  the  r^:ister  of  the  grade  ftom 
which  the  selection  was  made,  and  from  registers  at  lower  grades.  Appointments 
may  be  made  from  a  higher  grade  raster  for  filling  vacancies  in  a  lower  grade  position. 

127.  ForfiHing  vacftnciee  in  the  Internal-Revenue  Service  certification  will  be  made 
o(  the  names  of  eligiblefl  who  were  examined  in  the  internal-revenue  district  in  which 
the  vacancy  occurs. 

128.  For  filling  vacancies  in  the  Custom-Bouse  Service  certification  will  be  made  of 
the  names  of  the  eligibles  examined  at  the  port  at  which  the  vacancy  exiats  except 
where  exa  mi  nations  are  held  alao  at  subports  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  subports.  (See 
sec.  55.) 

129.  For  the  positions  of  clerk  and  carrier  for  city  delivery  in  post-offices,  a  separate 
register  is  established  for  each  classified  post-office,  containing  the  names  of  eligibles 
examined  for  such  office.  For  certain  large  post-officen  separate  male  clerk  and 
carrier  registers  are  established,  while  (or  all  other  offices  the  names  of  male  eligibles 
are  entered  on  both  the  clerk  and  carrier  registers.    (See  sec.  75.) 

130.  In  filling  vacancies  in  the  position  of  office  deputy  United  Statesmarshal  certifi- 
cation will  be  made  of  the  names  of  eligibles  who  were  examined  in  the  State  in 
which  the  vacancy  exista, 

130a.  For  method  of  certification  in  filling  the  position  of  stenographer  and  tj'pe- 
writer,  see  section  88a. 

131.  The  names  of  eligibles  for  noneducational  positions  in  the  Quartermaster's 
Department  at  Large  will  be  entered  on  the  register  for  the  civil-service  district,  in 
which  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
who  are  residents  of  the  district  in  which  the  vacancy  exieta. 

132.  In  filling  vacancies  in  other  services,  certification  will  be  made  of  eligibles 
examined  at  the  place  at  which  the  vacancy  exists  or  in  the  immediate  vicinity, 

133.  Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end 
of  which  time,  if  the  appointee  is  retained  in  the  service,  such  retention  is  equivalent 
to  bis  absolute  appointment.  In  the  Poet-Office  Service  the  six  months'  period  of  pro- 
bationary appointment  begins  from  the  date  of  appointment  as  regular  clerk  or  car- 
rier, and  not  from  the  date  of  appointment  as  substitute, 

INFORMATION    CONCERNING   OTHER   SERVICES. 

134.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning  the 
regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Rail- 
way Mail.  Covemment  Printing,  Philippine,  Is&mian  Canal,  and  other  services. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 

BOOKKEEPER,  TECHNICAL  AND  SCIENTIFIC  EXAMINA- 
TIONS, ALL  SERVICES. 

135.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  federal  serv- 
ice. Technical  and  scientific  examinations  are  announced  from  time  to  time  as  the 
needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of  the  poei- 
tione  to  be  filled.  For  all  of  these  positions  eligibles  are  certified  to  vacancies  in  the 
Departments  in  Washington  or  in  the  local  offices  in  the  vicinity  of  their  places  of 
residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be 
required  for  the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C.,  or  the  district  secretary. 
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RTJRAD  FREE  DELIVERY  CARRIER. 

'opies  of  the  tegulatione  and  other  information  concerning  examinations  for 
ition  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
:ter9  at  offices  from  which  rural  routes  start,  or  from  the  United  States  Civil 
Commission  at  Washington,  D.  C.        . 

The  minimum  and  maximum  age  limits  for  this  examination  are  IT  and  55 
-espectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dis- 
I  United  States  soldiers  and  sailors, 

FOURTH-CIiASS   POSTMASTER. 

On  November  30, 1908,  the  President  issued  an  executive  order  placing  fourth- ' 
ostmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Island,  Connecticut,  New  York,  New  Jersey,  Pennsylvania,  Ohio,  Indiana, 
i,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for  examina- 
pplicanta  for  this  position  are  required  to  be  at  least  21  years  of  age,  except  that 
1  are  eligible  for  examination  at  18  in  States  where  women  are  declared  by  statute 
>f  full  age  for  al!  purposes  at  18,  It  is  alsn  required  that  an  applicant  must  reside 
1  the  territj>ry  supplied  by  the  post-ofhce  for  which  application  is  made,  and  that 
.11  personally  conduct  the  office  if  appointed.  Examinations  are  held  only  when 
les  are  needed  to  fill  existing  or  contemplated  vacancies  in  the  States  named, 
o  applications  are  received  until  the  examinations  are  announced,  A  copy  of 
gulations  governing  the  appointment  of  fourth-class  postmasters  may  be  obtained 
the  United  States  Civil  Service  Commission,  Washington,  D.  C,  upon  request. 
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DESCRIPTION   OF  EXAMINATIONS. 
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>■  The  subject  of  reading  addresses  will  be  omitted  In  examlnatioDa  tor  aervlcea  otber  than  tbe  post-oHice, 
.jid  relative  wdghla  on  BSCBle  of  100  will  be:  SpelUng,  Id:  arithmetic,  SO;  letter  wiitlug,  20;  pemnaOBlitp,  30; 
copylug  from  plain  copy,  IB;  United  Stal«  geography,  10. 

In  the  first-grade  examinatioD  competitora  who  fail  to  attain  a  rating  of  at  least  70 
in  arithmetic  or  66  in  report  writing  will  not  be  eligible  for  appointioent,  and  the 
remaining  eubjects  of  their  examinationg  will  not  be  rat«d. 
SPECIMEN  QUESTIONS. 

FIRST- GRADE  EXAMINATIONS. 

1.  Spbluno:  Twenty  words  of  more  than  averse  difficulty,  2.  ARiTHUETtc: 
Fundamental  rulee,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
of  simple  accounts.  3.  Penmanship:  Rated  on  legibility,  rapidity,  neatness,  and 
general  appearance,  i,  Repoet  wbiting;  Teat  in  writing  in  letter  form  a  report, 
from  160  to  200  words  in  length,  Bummarizing  and  arranging  in  lineal  order  a  series 
of  facts  included  in  a  given  statement  of  400  to  500  words.  5.  Copying  ind  cor.- 
REonNO  manuscript:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
script which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc.    6.  Gboo- 

RAFHT  AND   CIVIL   OOVERNHENT   OF  THE   UnITEI)   STATES. 

~The  following  qucationa  and  testa,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

First  SnbJect^Spelllns.— Spelling  Is  dl 
petitQT  In  the  blank  spsoea  Indicated  on  It 
menced  with  capital  letters.  The  examlnt 
petlt«t  b  rpqulTed  (a  write  ouly  the  word  aad  not  lis  dPhDItton, 

Q/Under:  A  long  round  body.  PromisviTy:  Contahilng  a  promise; 
Necessary  or  indispensable.  DitcenVie:  Apparent  or  rl^ble.  Opixnlvnity:  K  St  or  conventcot  time. 
Draaitd:  False  or  tricky,  Dtfntntt;  Respect  or  regard,  /iwcrrjon.'  The  act  of  plariae  In: 
tlon  ol  an  advertisement.  FacillUie:  To  make  easy;  as,  tfl  facilitate  business.  Scientaadif.-  A  dly  ol  the 
Uolled  States.  ArffacnU.-  Ljing  near  or  bordering  on.  Souvenir:  A  token  o!  remembrance.  Conc/ds 
Yielding  oc  glvlDg  up;  as,  conceding  a  point.  Lln/ate:  Line  o[  descent  or  3nL«stry;  as,  o[  royal  Uneo 
Dtlelcrtoiui:  Harmlul  or  Inlurlous;  as,  deleterious  to  health.  HorimvlaL-  On  a  level.  Patrimray: 
estate  Inherited  Irgm  one's  [ather,  Cmi/iPilt:  A  n-rltteu  testimony;  as,  a  marriage  ccrillleate.  Rt. 
vbIt:  a  place  ot  storage;  as,  a  water  reservoir.    PiirOKt:  A  right:  as,  the  privilege  ol  voting. 

Secoad  Subject— Antbmetlc.--ln  solving  pcoblems  the  processes  should  bo  not  merely  Indicated 
but  all  the  figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  ceoh  problem 
should  be  Indicated  by  writing  "Ads."  alter  It. 

t.  This  question  comprises  a  test  In  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
three  columns  ol  alHHit  twelve  numbers  each  to  be  added.  3.  Divide  47^  by  7),  matUply  the  quoUent 
by  3t,  and  to  the  product  add  0.0907  ot  2U.6,  3.  A  Catber  Invested  a  sutRclent  sum  of  money  In  Massa- 
chusetta  fives  at  »7i,  brokerage  J  per  cent,  to  give  hia  son  an  annual  Income  ot  Jl,2«).  What  was  the  sum 
Invested?  *.  The  appropriation  for  the  Civil  Service  Commission  for  the  flscal  year  ended  June  30,  I8B7, 
was  tS8,340.  During  that  year  50,000  persotks  were  examined.  1134  per  cent  of  this  niunber  tailed  to  pass, 
and  17J  per  cent  ot  those  who  passed  were  appointed,  what  was  the  average  coat  to  the  Government  ot 
each  appointment!  S.  On  April  1,  1904,  Amos  Ward  owed  Graves  &  Coon  1GS.90  on  accoont.  April 
4  be  sold  them  «8  barrels  potaloee  at  t2.T5  per  tiarrel.  April  e  lie  gave  them  a  draft  upon  San  Francisco 
toi  S1,S60,  wUch  they  accepted  at  1  per  cent  discount.  April  9  they  sold  Ward  SH  buahela  com  at  341 
cents  per  bushel.  April  16  they  bought  ot  blm  2,eeo  ICet  lumber  at  tl.25  per  hundred  feet.  April  IB  they 
sold  him  34idoiencb^rs  at  M  cents  each.  April  21  Ward  bought  otthemI,2«0eggBBt  14  cents  per  doien, 
April  28  he  gave  them  3  note  tOr  11,820,  due  inslity  days.  April  39  he  bought  of  them  2,980  pounds  hay 
|2d    Dlst.I  liiiT'.fj;-,  V_H.",IV|I^ 
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Subject— Pen  iiiaii9lilp.—Tbe  ratioe  an  peDDUosblp  «U1  be  deteimlned  b;  legiuilt)',  rapidity, 
and  general  appearance,  and  by  coincliicas  and  unUormity  In  Ihe  formation  ol  worda,  lettera, 

:tuatloa  marks  in  the  exercise  o(  tbe  fourtb  subjeot— report  writing.  No  particular  style  a(  pen- 
Is  preferred. 

h  Sublect— Beport  Wrttlnc.— In  thlseiercise  the  competllor  Is  given  a  loose  statement  ol  lacls, 

i  words  In  length,  which  lie  Is  to  siunmariie  and  arrange  into  a  logical  and  onnptete  report  la  tbe 

1  letter  o(  (rom  ISO  to  200  words. 

xerclse  Is  designed  to  ttst  tbe  competltor'a  knowledge  of  simple  EnKtish  composition  and  hk 

nCelllgence.     In  rating  the  report.  Its  eirors  of  form  end  address,  spdllng,  capital  I  latioa,  pUDetua- 

itax,  and  style,  and  the  arrangement,  conclsenesa,  and  completeness  ol  the  report  are  considered. 

Subject— Copying  and  Correctlnf;  Manuscript — Spelling,  use  ot  capitals,  and  all  omissions 

takes  will  be  lakoi  Into  consideration  in  rating  this  subject. 

ioiw  10  rftecoiBptWor.— WriteflowT^wi^  copy  otthemanuscrlptaccompanylng.   Correct  all  emHs 

II,  spelling,  punctuatloa,  and  capltalisatlOD;  iFrlte  in  full  abbreviated  words,  etc.,  as  Indicated. 

patapbrase  tbe  language  ol  tbe  copy,  or  Insert,  omit,  or  modl^  words,  pbrsses,  or  punctuation 

except  as  niay  be  necessary  to  correct  arOTs. 


iM,'\t/M/VAtAA^njA^lUA*<Ai,-^A4.^^  Jlr/^-UkA}r  tA  ^ „_ 
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Stith  SabjMt— Ococnpby  uid  Civil  Gavcmment  or  the  Cnlted  Stat«s^Qii«tIoTis  1. 2,  and  3 

at  Lhia  aubject  are  ui  geognphy  or  the  Unltod  Blates  and  arestmllai  to  quesUooa  1.  2,  and  4  ot second 
giadegeopi^hr  «3  shown  under  that  suhjBCl,  Questions  4  and  0  are  on  dTll  govommant  of  tha  United 
States.    The  bllovlng  questions  hare  been  used: 

4.  (a)  RowireJustlnsoItheSuprpmpCourtappolDtedr  (b)  How  maoy  amendments  have  been  added 
totheConmtutlcmDllheUnltedSUitesr  A.  (a>NametH0W8yslD whlohaUUmaTbeoomealavwItbout 
tbe  Pnsldeut's  slgDaliiiB.  (b)  Name  the  loUowlngofBeiBlsi  Speaker  ol  the  Natlmal  House  ot  Represent- 
atlTM;  Chief  Justice  ol  the  United  States;  and  Secretar;;  of  Bute. 

SECOND- OR ADB  EXAMINATION. 

1.  Spbllino:  Twenty  words  of  average  diffictilty  ia  common  uee.  2.  Abtth- 
HBTic:  Etr^-racee  addition,  Bubtiaction,  multi plication,  and  division  of  whole  numbers, 
and  common  and  decimal  fractions.    3.  Letter  whitiko;  Test  in  the  use  of  the 

English  laiif^uage  for  businete  correspondence.  4.  Pbnuanshipi  Marked  on  legi- 
bility, lapidily,  neatness,  and  general  appearance.  5.  Copying  from  plaw  copy: 
An  exact  copy  of  a  few  printed  lines  io  competitor's  handwriting.  6.  Geoqrapht: 
Questions  relating  to  the  boundaries  of  Stales  and  to  capitals,  laigest  cities,  rivers  and 
other  bodies  of  water,  and  the  location  by  Slates  of  prominent  citiee. 

The  following  questions  and  tests  which  have  been  used  indicate  (he  general 
character  of  these  subjects: 

Flnl  Subject— SpeUuK.—SpeUlne  Is  dictated  by  theeiuntuer.  The  words  are  written  by  the  com- 
pelltor  la  Ibe  blank  spaces  indicated  on  the  Brst  sheet  of  the  examinatioD.  All  vords should  be  commenced 
with  capital  letters.  The  examiner  pronounces  each  word  and  gives  Its  definition.  Tbe  eompelitor  Is 
required  to  write  ouly  the  word  and  not  lt3  deflnltlon. 

Oppomnl.-  One  whoopposas;  as,  a  poULlcal  opponent.  PraideiO:  The  Chief  EiecutlvB  of  the  United 
States.  CintqiitToi:  One  v-ho conqueis.  Wkotrsiimr:  Healthful;  as,  wholasome  lOod.  Achinc:  To  gain; 
as.  tA  aiAieve  success.  Tninvuil.'  Quiet  or  peaceful.  Dtlaek:  To  separata  or  remove;  aa,  (adetscb  a  leal 
from  a  boot.  Hiptmict:  ^'ory  costly.  Diaiut:  Death;  as,  a  person's  decease.  NoliCfatJe:  Worthy  of 
notice;  as.anotlceableaocasian.  SuiiMavs:  Kucitlntisusplcloii;  as.asnspidousclrcurostaoce.  Temce: 
A  raised  bank  ol  earth.  Kappinj.'  UaldnK  a  number  ot  quick  blows.  £atiinia^.'  The  speech  o(  a  people; 
as,  the  English  language.  Stkrdult:  A  list  or  inventory;  as,ascheduleolprkes.  Tj/iBf:  Binding  or  tasten- 
Ing  with  a  cord.  Valvar:  Low  or  mean.  Coarir:  A  way  or  track;  as,  a  raoe  rourse.  aelerv;  A  staled 
allowance  paid  fer  services.    CUmfo.-  A.  city  In  the  United  States. 

Second  Subject  -Ail tbrneOc  -In  sieving  problems  the  processes  should  be  not  merely  Indicated,  but 
all  the  figures  necessary  in  solving  each  problein  should  be  given  In  fulL  Tbe  answer  to  each  problem 
should  be  Indicated  by  writing  ■■.\ns."  attar  it. 

1.  Add  the  followlDg,  and  from  tlie  sum  subtract32,S8S,fi86<beie  will  be  given  ashait  column  of  Bgures). 
S.  Multiply  7f,  by  3(i.8,Bnd  divide  the  proditct  by  1.92.  Solve  by  decimals.  3.  Acarriercan  assort  43 
letters  or  37  papers  In  a  minute.  At  this  rate,  how  many  hours  will  it  takeblm  to  assort  3.C1SS  lettera  and 
ISi  pounds  of  papers,  averaging  7  papers  to  the  pounitT  4.  Alotwhlcb  was  S3  feet  wide  and  ISOieet  long 
sold  for  U.347.50,  which  was  one-tOnrth  mare  than  It  cost.  What  was  tbe  cost  persquare  footT  S.  In  a 
certain  mall  there  are  294  pounds  14  ounces  of  newspapers  weighing  at  the  rate  of  3  pajier^  to  every  7  ounces. 
How  many  papers  ore  there  in  the  m^.    ieounces=l  pouud. 

Third  SubJecl^Letter  WrlUnc-— Tbe  competitor  Is  permitted  to  write  on  either  one  ol  two  subjects 
given.    Tbe  following  subject  has  been  usedr 

Write  a  letter  of  not  less  than  125  words,  giving  your  views  as  to  the  advantages  derived  bom  free  public 
llbtartes  In  the  principal  cities  of  your  State.  This  eierclse  is  designed  chiefly  to  test  the  competitor's 
skill  in  simple  English  compositloD.  In  rating  the  letter.  Its  errors  in  form  and  address,  in  spelling,  cqii- 
taliiatlon,  punctuaUon,  syntax,  and  style,  and  Its  adherence  to  the  subject,  will  he  considered. 

Poiutli  Subject— Peiiiiiaiulilp.--Tbe  raUog  on  penmanship  will  be  determined  by  leglblllly, 
rapidity,  neatness,  and  general  appearance,  and  by  correctaess  end  uniformity  In  the  formation  of  words, 
letters,  and  punctuation  marks  in  the  exento  of  the  subject  of  copying  from  plain  copy.  No  partlculBr 
style  of  penmanship  is  preferred. 

FUtli  Subject— Copying  trom  Plain  Copy.— N.  6.— Paragraph,  spell,  capltailie,  and  punctuate 
precisely  as  In  copy.   All  omissions  and  mistakes  will  be  taken  Into  consideration  in  istlng  this  subject 

llake  an  exact  written  copy  of  the  following. 

No  reconmiendatlan  of  an  applicant,  oompetltor,  or  eligible  involving  any  disckieure  of  bis  political  or 
religious  opinioos or  afflliatlons  shall  be  received.  Bled,  or  considered  by  the  Commission,  by  any  hoard  irf 
examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reductions,  or  in  Imposing 
punishment  for  delinquency  or  misconduct,  peoaltles  like  in  character  shall  be  imposad  lor  like  oOenses, 
and  action  thereupon  shall  be  taken  irrespective  of  the  political  or  religious  opinions  or  aflliiatlens  of  the 
oflender^.  A  person  holding  a  position  on  the  date  said  position  is  classified  under  the  dvi^oervlce  act 
shall  be  entitled  to  all  Ibe  rights  and  beneBts  possessed  t>y  persons  of  the  same  class  or  grade  appointed 
upon  examkkation  under  tbe  provisians  of  said  act. 
[2d  DiBt] 


Subject— <iC(wrapli7-—N.  B.— Competlton  are  cauUoaed  not  to  emwed  the  rpqaliementa  at 
lions  la  ttaeir  uiawecs,  aa  no  cradit  will  be  glvw  loi  oddltloiul  lafOniiatlan. 
ne  States  as  toBawa:  Two  Ibat  bocderMi  theColombla  Blvw;  two  that  boidsr  on  both  the  Uls- 
l  Mississippi  rivere;  two  that  border  on  botb  Vlrgiala  and  tbe  Ohio  Rivet;  two  tbat  border  on  New 
wo  that  border  on  the  SavBonah  River.  2.  Name:  One  Groit  Lake  aod  the  largest  two  livers 
>ider  oalUhials;  thraeilvers  which  border  on  New  York  (State);  the  Slate  hi  which  Puget  Sound 
1 ;  tbe  body  of  water  hito  which  llie  Penobscot  River  flows;  the  bay  into  which  the  Susquebaona 
iws;  the  State  which  the  Platte  REvai  flows  enthfily  across.  8.  Mama  Un  largest  city  In  each  ol 
wing4iamed  SUtea,  and  name  the  river  ot  body  of  waler  on  which  each  city  mqulred  Is  situatad; 
Icut.  Mississippi.  Nebraska,  Minnesota.  Ohio.  4.  In  what  State  Is  each  of  the  iDllowing^nsined 
nt  cities  localed:  Racine,  Bangor,  AllBoheny,  Charlotte,  Cairo,  Los  Angeles,  ShreiBport,  Fargo, 
llln.  OgdensbuTg. 

itli  8ub]«ct-~Baadlng  Addresses  (Postal).— This  eienslse  cooslsts  of  the  reading  ot  a  number 
3a  addresses,  which  are  photolitbographed  on  one  sheet.  A  second  sheet  is  rnmlshed,  wbicb  con- 
e  same  addresses,  these  addresses  being  printed  and  contaiuhig  errors  ol  omission,  autetUulion,  or 
n.  The  competitor  Is  required  to  Indicate  theerrora  In  each  printed  address  by  underscoring  with 
.  thus,  ^^^,  any  portion  of  a  prhitad  address  which  Is  not  a  correct  copy  ol  the  written  address, 
a  caret,  thus,  A ,  any  omitted  words,  figures,  or  Initials.  Words  abbreviated  In  the  written  address, 
ited  In  full  hi  the  printed  address,  are  regarded  as  correct,  If  the  correct  words  are  printed.  Differ- 
I  punctustlon  or  capltallcatloii  are  not  regarded  as  errors.  The  time  allowed  will  be  limited,  and  tbe 
jfIII  be  determined  on  accuracy  only, 
ollowingare  Itiustratloosoflba  method  which  should  be  purstied  in  Indicating  errors: 


^    ^.   <%a;z^^J^ 


ED  ADDRESS— WITH  ERRORS  NOTED. 


WRITTEN  ADDRESS-CORRECT. 


PRINTED  ADDRBSS-WITH  ERRORS  NOTED. 

Ualor  A  A.  T^  Chandler. 

Fort  Thompson.  Alden  Coonty,  Alabazna. 


,,Gooi^Ic 


THIRD- OR ASE  EXAMINATION. 

1.  Sfelusq:  Twenty  simple  words  in  ordinary  use.  2.  ARmmEnc:  EmbraceA 
addition,  subtraction,  multiplication,  and  division  of  whole  numban  and  of  United 
States  money.  8.  Letter  WRiriNa:  Test  in  the  use  of  the  Englieh  langu^e  for 
busioeaa  correspondence.  4.  Pznuanshipj  Marked  on  legibility,  rapidity,  neatness, 
and  general  appearance.  5.  Copyinq  from  plain  copy:  An  exact  copy  of  a  few 
printed  lines,  in  competitor's  baDdwiitisg.    6.  Experience. 

The  following  queetions  and  t«st8  wbich  bave  been  uaed  indicat«  the  general  char- 
acter of  theae  subjects; 

First  Subject— SpeUliiK- — BpelUoE  Is  dlolsted  b;  the  eiamiiier.  The  worda  are  written  ity  th«  com- 
petitor III  ttie  blaak  spaces  ladicsted  od  the  llrst  sheet  of  the  eiamlnatlon-  All  words  should  be  com- 
menced with  capital  letters.  Tbe  eiamlner  pronounces  each  word  and  glvea  Its  definition.  The  com- 
petllor  Is  required  to  write  only  the  word  and  not  Ita  deOnltlaa. 

Sve<"-'  A  sweet  subalance  made  flom  the  jDlce  o(  Uie  sugar  cane.  Pltite:  Somethiiig  given  as  securlt;. 
CBthler:  One  who  has  charge  ol  monef  in  a  bank.  Fieurt;  A  msrli  represenUng  a  number.  Oirrginir: 
CoDTeyluf  or  transporting  la  any  way.  BTfoiih:  Tbe  meosure  From  side  to  side.  SherL  The  amount  of 
pap«rmadela  one  body  or  piece;  as,  a  sheet  of  paper.  Esttlf:  In  an  easy  maimer.  Frtmiitr:  Tbe  border 
or  limits  ol  a  couDtry,  Piaitnce:  Tbe  state  or  quality  of  being  patient.  Ovtit;  Ttie  act  o[  guessing:  as,  to 
guess  at  one's  welgbt.  TVirral.-  The  set  o[  threatening;  as,  to  make  a  threat.  I>iimoniL*  A  precious  gem. 
VMI;  To  go  to  see;  ss.  to  visit  a  fiiead,  Scpofr.-  To  meod  or  make  over;  as,  to  repah-  clothes.  Pei^e; 
Tbe  body  of  peranns  composliig  a  naUon:  as.  tbe  American  people.  Bttvire:  To  be  in  need  at:  as,  to 
require  money.    Oieau;  Solt  animal  bt.   Antv^;  To  reply  to;  as,  to  answer  a  letter.    Esist:  To  live;  »s, 

Second  Sublcct— Aritbnietlc.— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  tbe  Bgures  necessary  In  solving  each  problem  should  be  given  In  hill.  Tbe  answer  to  each  problem 
should  be  Indicated  by  wrltbig  "Ans."  alter  It. 

1.  (TblsquestloDwlllconslstoIashortoolumnolBgureslobeadded.)  2.  IHvlde2,iae,fi8e  ty  4,732.  3. 
UuUiply8,e43  by  608,  and  then  subtract  eS,Tt0.  4.  Amerchaot,wbospentl22S,baughtetpoundso[hutter 
at  aocenta  per  pound,  84  barrels  at  apples,  aCt2.25  per  barrel, and  spent  the  remainder  lorcoffee.  How  much 
did  he  spend  lot  coffee?  B.  During  the  month  ol  August  450^  busheb  ol  wheat  were  shipped  from  a 
certain  port.  During  September  ^7JiGQ  more  bushels  were  shipped  than  duruig  August.  What  was  tbe 
total  Dumber  of  bushels  shipped  In  the  two  months. 

TUid  Subject— Letter  Writing — Tbe  oompoOtor  Is  permitted  to  write  on  either  one  of  two  subjects 
given,    the  tallowlcg  subject  has  been  used: 

Write  a  letter  containing  not  less  than  IM  words  stating  some  of  the  advantagee  now  derived  by  mankind 
from  the  art  of  prlnthig.  This  exercise  Is  deigned  chiefly  to  test  the  oompetltor's  skill  Id  simple  English 
composltloD,  Id  rating  tbe  letter  Its  errors  Id  Corm  and  address,  in  spelling,  cepltallistlcai,  punctuation, 
syntax,  and  style,  and  lis  adherence  to  the  subject  will  be  considered. 

Fourth  Subject— Feninaiisliip.- The  rathig  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  uid  by  correclneea  and  nnlfomilty  In  tbe  formation  of  words, 
letters,  and  punctnatlon  marks  In  the  eierdse  of  the  filth  subject— copyhig  trom  plain  copy.  No  pa^ 
tlculor  style  otpeDinaashlp  Is  preferred. 

nitb  Subject— Copylns  from  Plain  Ckipy.— K.  B.— Paragraph,  spell,  capltoUie,  and  punctuate 
precisely  as  In  tbe  copy.    All  omlsslO[:s  and  mistakes  will  be  taken  Into  conslderatioD  hi  rating  this  subject. 

Make  an  eaict  virtitm  copt  of  Hit  foWmiiit: 

The  present  postal  policy  is  to  carry  newspapers  In  some  eases  bee,  and  In  all  other  cases  at  much  lower 
rates  of  post^e  than  b  charged  for  letters;  the  one  being  Iw  the  public  weal,  while  the  other  is  lor  private 
benefit.  If  tbe  telegraph  becomes  a  part  ot  tbe  servlce,'lt  will  stUI  be  tbe  duty  ot  the  Department  t«  trans- 
nilt  telegrams  for  the  press  at  much  lower  rates  than  for  private  Individuals. 


As  soon  as  practicable  af  l^  an  examination,  the  papers  of  Qie  competitors  are  rated 
and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating: 


or  hi  spellhigwbenlbeexerclsecoosistaaf  20  words 

or  in  capluUiatlon 

lure  to  use  or  tor  each  wrong  use  of  the  hyphen  and  for  each  Improper  division  of  a 
a  compound  word  wben  required  to  be  written  solid 


ogle 


each  wrong  ptoceas,  produclne  incorrect  result,  in  pioportion  to  tlM  number  of  stsps  lo- 
ved and  gravity  ol  error v. 

lach  error  incamputfltloDor  In  copying  Imm  the  prlal«d  question  or  Irotn  work 

ninor  errors,  sach  as  wrong  Indication  ol  a  correct  process,  locorrect  or  inconsistent  punctu- 
oQ,  ImpToper  use  of  symbols  of  deslfnatioD,  improper  or  I niorrect  designation  of  a  partial 

lallure  to  show  work  as  required  lasoluticmaF  problems 21 


Lting  the  letter,  lis  errors  in  form  and  address,  in  spelling,  capltaliiBtloa,  punctuation,  syntai,  iind 
md  Ha  adberenoe  (o  and  treetment  ol  the  subject  given  are  considered,  and  Its  value,  in  the  judg- 

Jlsrmlning  the  rating  tor  letter  writing  It  is  proper  (or  the  examiner  tu  be  guided  In  a  general  way  by 
lowlng  scheme:  Excellent,  (IS  (o  00;  good,  CO  to  £0;  lair,  SO  to  7a;  ordinary,  TO  to  60;  poor,  GO  to  SO;  very 
iO  to  25;  practically  worthless,  ZS  to  0, 


eneral.  In  addition  to  conciseness  uid  completeness  or  tbe  summary,  the  same  elenwnts  will  be  con- 
d  in  rating  this  subject  as  are  considered  In  rating  letter  wilting,  and  the  raUngs  will  be  determined 
practically  the  same  basis.  ~ 

imanship  Is  rated  according  to  Its  value  on  a  scale  ol  100.  In  determining  the  rating,  legibility, 
ity,  neatness,  and  general  appearance,  as  well  as  correctness  and  unl  rami  lly  in  the  formation  o[  words, 
5,  and  punctuation  marks,  are  considered,  and  It  Is  proper  for  examiners  to  be  guided  In  a  general  way 
le  following  scbeme:  Excellent,  90  to  Si;  very  good,  S5  to  S(^  good,  80  to  7b;  ordinary,  16  to  TO;  poor, 
M;  very  poor,  65  toM;  below  the  grade  of "  very  poor,"  SO  to  10. 

deduct— 

>r  each  word  or  figure  omitted,  repeated,  substituted,  or  Improperly  lnsert«d S 

ireacb  error  In  spellhig,  lor  each  transposition,  for  each  abbreviatlOD  not  In  the  copy,  for  eael) 

each  [allure  lo  indent  margin  as  in  copy,  for  each  error  in  paragraphing,  and  for  irr^ularlty  In 

left-hand  margin....... 5 

or  eacb  mlsdivision  of  a  word  at  the  end  of  a  Ihie,  for  each  omission  or  Improper  use  of  the 
hyphen  in  dividing  a  wordatlbaendolaline,  lor  each  word  altered,  hitetllned,  or  canceled, 

[or  each  blot  or  minor  erasure,  If  not  neat 1 

or  any  other  deviation  from  copy  not  covered  by  the  lor(^hig7cbarKes  are  made  in  the  discre- 
tion of  tlie  examiners. 


deduct— 

■or  each  error  in  spelling  (only  one  charge  lo  be  made  for  the  repeated  mlsspellii^or  the  same 
word  In  the  same  manner);  for  each  error  la  syntax  (no  charges  to  be  made  for  conseguen-  J 

Ual errors);  (or  each  word  omitted,  inserted,  or  substitut«d  which  avoids  a  test  or  causes  an 
essential  change  in  meaning;  tor  fallm?  to  write  any  transposition.  Insertion,  or  litclc^sure  as 
Uidlcated;  Cor  restoring  a  word  or  words  canceled  In  the  copy  (only  3  to  be  charged  lor  re- 
storir^  any  group  of  wordscanreledtogether  In  copy)^  for  each  Important  word  omitted  from 

a  jAnisB  or  other  group  of  words 3 

i'or  maklDg  any  transposition  of  a  word  or  group  of  words  not  Indicated;  lor  each  abbrevia- 
tion; for  irregularity  In  left-band  margin  (In  each  of  ,the  three  esses  indicated  according  to 

gravity  of  error) I  to3 

Far  writing  part  of  the  exercise  and  then  commencing  again;  for  signing  name G 

For  each  change  In  tense  or  number  which  does  not  result  In  an  error  of  syntax  or  radinal 
ctaaoee  In  meaning  (only  one  charge  lo  be  made  for  a  consistent  sequence  of  changes);  tor  each 
word  omitted,  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  test  or  cause  an 
essential  change  in  meaning;  for  each  error  in  capital Icallon,  punctuation,  Indentation,  para- 
graphiog,  or  In  division  of  words;  lor  each  omission  of  the  hyphen  or  tor  placing  It  at  the 
beginningof  the  line  Instead  of  at  the  end  of  the  preceding  line  (total  charges  In  either  case 
not  lo  exceed  5);  for  stenographic  periods  (only  one  charge  In  exercise);  for  each  blot,  each 
word  Interlined  or  canceled,  each  alteration  or  erasure  if  not  neat  (not  mote  than  S  to  be 
chargedlorsayonelnterllnBatlon  cancellation  alteration  oreresure]  for  omitting  an  unlm 
portsnt  word  from  phrases  or  other  groups  of  words  tbr  the  onlsslui  or  Insertion  ol  astroke 

For  psraphra^ng  tbe  language  ol  the  text  accordlngto  gravity  olerror  S  lo  UX> 

[2d  Dist] 

I  i       V_nOOQ 


In  rating  tbls  subject  eocb  answer  is  rated  IntheludEment  of 


T9  scccrdlng  la  Its  value  o 


When  the  questioo  nqnlres  Id  the  auswei  a  speciBed  number  of  Statea,  iwuiitrlee,  dtlee,  rivers,  oi  bodies 
of  waieia,  etc.,  and  the  answer  coolalns  a  greater  number  than  Is  required  by  the  question,  eacb  incorrect 
part  or  pdnt  shall  be  duBged  tlie  value  of  a  required  part. 


The  rating  on  this  Butiject  la  for  accuracy  imlf.  A  charge  of  Zt 
the  errors  on  the  printed  sheet  nlien  compared  with  the  conecl 
between  the  sum  ol  the  errois  thus  found  and  100  la  the  rating  on 


By  order  of  tbe  CommiBsiou: 


)ovGoo<^Ic 
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.      HOW  TO  PROCEED  TO  SECURE  AN  EXAMINATION. 

6.  Vacanriefl  in  all  poeitiaiiB  covered  bj  this  pabliaUion  are  filled  bj  open  com- 
petitive examination,  nnlcw  filled  by  T^nstatemeQt,  transfer,  or  promotion.  Peisons 
wbo  wish  to  take  any  of  the  examinations  described  ebonld  fallow  the  directlone 
contained  in  this  pamphlet  In  writing  for  application  fonna  or  for  information  the 
name  of  the  ezaminatioD  debited  ehonld  always  be  stated.  The  application  form 
wben  received  ehonld  be  carefolly  filled  oat  in  accordance  with  the  instmctionfl 
printed  thereon  and  mailed  without  delay  to  the  Secretary,  Fiftb  Civil  Service 
District,  Atlanta,  Ga.  If  the  application  is  received  by  the  district  secretary  nitbin 
the  period  preecribed  for  the  receipt  of  applications,  and  the  applicant  is  fonnd  to 
be  entitled  to  the  examiuatioa  requested,  a  card  will  be  sent  to  him  admitting  him 
to  the  examination.  If  an  average  percentage  of  70  or  more  is  atttuned  in  the 
examinaUo|i(65ormoreintbecaeeeof  permnsboaoniUy  discharged  from  the  United 
States  military  or  naval  service/iw  rfMoWifyincurred  in /fteHneo/rfuIy),  the  applicant 
becomes  an  "eligible"  (that  iB,eligiblefarappointmentwhen  reached  in  the  order  of 
his  standing),  and  hie  name  is  placed  on  a  "  raster  of  eligibles"  (see  sec.  121,  p.  17). 

7.  The  time  of  filiDg  application  sometimee  determines  the  relative  pcflitian  of  an 
eligible  on  the  register,  as  when  two  eligiblea  have  the  same  a\enge  the  one  whoee 
application  is  filed  in  complete  form  first  is  placed  on  the  register  ahead  of  the  other. 

8.  A  large  nnmber  of  commonications  are  received  in  which  the  writers  fail  to  (five 
their  fall  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants ahonld  see  that  their  names  are  plainly  and  correctly  written  and  tfamr  post- 
ofiBce  addresses  (dty,  street,  and  nnmber)  given  in  lull.  A  number  of  applicatians 
fail  to  reach  the  district  secretary  on  account  of  not  having  sufficient  postage  attached. 
It  is  not  neeeseary  to  inclose  postage  stamps  in  order^  to  secure  a  reply  from  the  dis- 
trict secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Anyol  the  followingshali  be  sofficient  cause  for  excluding  a  person  from  exami- 
nation: 

(a)  That  be  is  nota  citizen  or doeanotoweallegience  to  the  [Tnited  States.  (See 
see.  13.) 

(6)  That  be  is,  on  tbe  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limitation.     (See  sec.  20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  parely^ 
epilepsy,  blindness,  loss  of  both  arms  or  both  legs,  loss  of  arm  and  leg,  badly  crip- 
pled or  deformed  hands,  arms,  feet,  or  l^s,  organic  heart  disease,  locomotor  ataxia, 
cancer,  Bright's  disease,  diabetes,  or  is  otberwise  physically  disqualified  for  the  serv- 
ice which  he  seeks. 

(<f)  That  be  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excees. 

(e)  That  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
permiaion  for  his  examination  from  tbe  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.     (Written  permission  most  be  filed  with  the  formal  application. ) 

(/)  That  be  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  again  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  dedre  to  take  the  next  annual  examinatian, 
although  a  fall  year  may  not  have  elapsed. 

Ig)  That  be  has  been  dismissed  from  the  federal  service  for  delinquency  or  mis- 
conduct within  one  year  preceding  the  date  of  his  application.    Whether  oi 
application  will  be  accepted  after  the  expiration  of  a  year  from  a  person  d 
from  the  service  reati  with  tbe  Comioiimon,  and  each  case  of  this  charactw  will  be 
considered  on  its  individud  merits. 
letbiHat.] 
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k)  That  he  hae  f^led  after  probation  to  receive  abeolate  appointmoit  to  the  pod- 
1  for  which  he  again  applies  within  one  year  from  the  date  of  the  expitatJon  of 
probationary  eervice.     (See  sec.  131.) 

i)  That  be  has  made  a  false  statement  in  hia  application,  or  has  been  gnilty  of 
id  or  deceit  in  any  manner  connected  with  hie  application  or  esomination,  or  baa 
n  guilty  of  crime  or  infamous  or  noteriously  disgraceful  conduct 
i)  That  he  has  been  discharged  for  desertion  from  the  military  or  naval  service  of 
United  States  under  sectjon  1998,  Keviaed  Statutes. 

DEAF-MUTES. 

0.  The  President,  on  April  7, 1900,  issued  the  following  executive  order  in  regard 
he  admission  of  deaf-mutes  to  civil-service  eTcaminations: 

^Ri-mutea  msFlie  admitted  to  eiamlnatlons  for  all  place*  in  the  plassiaedclTllBerrlcB  of  the  United 
Gfi  whose  duties,  in  the  opinion  of  the  headsot the  several  executive  deparCinenta)  they  may  be  con- 
red  capable  of  perfoimlng,  and  each  department  will  luralsh  to  the  Clvli  Service  Commission  a 
if  such  posltiona,  which  list  shall  not  be  changed  without  previous  notice  to  ttie  CommisBton  and 
^cordance  with  which  the  Commission  shall  certify  oi  witbbotd  from  certiQcatlon  deaf-mutea  as 
'  are  reached  in  their  order. 

orm  1786,  containing  a  list  of  examinationsto  which  deaf-mutes  will  be  admitted, 
[  be  sent  upon  request 

OTHER  GENERAL  INFORMATION. 

1.  Many  applicants  bil  to  execute  their  applications  properly  or  fail  in  the 
miuations,  not  through  a  lack  of  knowledge,  but  Itirgely  through  haste  and 
ileesness  in  readii^  and  interpreting  qneations  and  in  writing  the  answers.  In 
ng  out  the  application  great  care  should  be  exercised  and  every  requirement 
y  complied  with.  In  the  esaminations,  while  competitors  must  complete  their 
k  within  a  prescribed  time,  the  time  allowed  is  ample  for  the  careful  consid- 
ion  of  every  question  given, 

i.  Under  section  28  of  the  Criminal  Code  of  (be  United  States  an;  false  statement 

n  application,  alteration  of  a  voncher  or  certificate,  or  the  presentation  to  the  Com- 

sfon  of  any  snch  paper  Is  a  violation  of  the  law.    A  number  of  convictions  ol  per- 

s  Enllty  nndei  the  statute  mentioned  have  been  secured. 

I.  All  applicants  must  make  oath  in  their  applications  to  their  United  States 

unship  or  allegiance.    In  the  case  of  a  foreign-boru  citizen  citizenship  must  be 

y  proved  in  one  of  the  following  ways: 

i)  If  naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 

mbmitted.    If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 

n  the  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 

t-e  the  applicant's  identity  with  the  person  to  whom  the  naturalization  certificate 

issued  by  submitting  the  afhdavite  of  two  disinterested  citizens  to  the  effect  that 

applicant  is  the  identical  person  to  whom  the  certificate  was  issued. 

')  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 

1   naturalization  certificate  of  such  parent  must  be  submitted,  together  with 

lavite  of  two  disinterested  citizens  that  the  applicant  is  the  reputed  child  of  the 

ion  so  naturalized. 

)  If  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 

t  naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of 

riage,  accompanied  by  the  final  naturalization  certificate  of  the  husband,  must 

ubmitted. 

:)  If  naturalized  by  marriage  toa  native  American  citizen,  the  marri^e  certificate 

t  be  submitted,  accompanied  by  the  affidavits  of  two  disinterested  citizens  that 

husband  (the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 

[StbDlBt] 


native  citiKen.  Snch  affidavits  shoald,  it  possible,  show  place  and  date  of  the 
hneband'a  birth. 

(e)  If  the  appUcant  is  the  child  of  American  dtizene  temporarily  reeideDt  abroad 
at  the  time  of  applicant's  birth,  he  mast  fnniieh  affidavits  of  two  disinterested 
citizenB  to  the  facta  as  claimed.  If  the  parents  are  naturalized  citizens,  Uieir 
dtizenship  must  be  proved  ae  in  (6)  above. 

(/)  If  the  applicant  has  been  honorably  discharged  from  the  R^nlor  or  Volunteer 
Army  oE  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States, 
he  may  be  admitted  to  citizenship  npon  filing  petition  with  the  proper  coort,  as 
provided  by  section  2166,  Revised  Statutes. 

14.  An  application  from  a  foreign-bom  person  cl^miuf;  citizenship,  but  failing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaiatjon  of  intention  to  become 
a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  Whw  tiie 
original  naturalization  papers  are  lost,  a  copy  should  be  procured  from  the  court 
that  issued  them,  or,  if  the  records  of  the  court  are  destroyed  a  new  certificate  should 
be  obtiuned. 

15.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  In 
connection  with  an  application  for  examination  it  is  not  necessary  to  file  snch  proof 
with  a  subsequent  application,  but  he  should  state  insuch  application  the  kind,  date, 
and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 


16.  The  Commission  is  not  reeponuble  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  tor  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination  or  who  have  passed  an  examina- 
tion should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  be  made  in  writing,  should  relate  only  to  the  change 
in  address  and  should  indicate  the  kind  of  examination  taken,  and,  if  educational, 
the  place  and  date  of  examination. 

18.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  averages  as  soon  as  the  rating  of  their  papers  is  completed. 
Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or  the  Commission 
to  expedite  the  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  snch  family  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The 
Attorney-General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
members  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil- 
service  act  the  Commission  is  authorized  and  required  to  withhold  from  certificatiou 
the  name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  temily 
are  in  the  service,  the  applicant  will  be  admitted  to  examination  if  foond  otherwise 
eligible,  but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more 
members  of  his  family  are  in  the  service. 

20.  When  f^  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  the  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40  years  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has 
leached  his  twentieth  biri:hday,  and  he  will  not  be  admitted  to  examination  if  on  the 
date  thereof  be  has  reached  bis  fortieth  birthday.    (Bee  sec.  db. ) 

[Btb  Dfat.] 


1.  The  CommuBion  will  close  the  distribotion  or  receipt  of  applic^one  for  aaj 
mination  when,  in  its  judgment,  a  sufficieot  number  baa  been  dietribnted  or 

i.  If  tbe  needs  of  the  service  make  auch  action  desirable,  the  Commiedon  may 
tpone  or  cancel  an  examination.  When  an  examination  is  postponed  or  canceled, 
30I1S  who  bave  applications  on  file  will  be  notified.  In  case  of  postponement 
ice  of  tbe  date  on  wbicb  the  esamination  is  to  be  held  will  be  sent  as  soon  as  the 

a  is  determined. 

CIVIL-SERVICE  SCHOOLS  AND  INSTITUTES. 

i.  The  Commission  has  no  connection  with  any  civil-service  school  or  iiiBtitut« 
og  buunesa  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
ird  to  Bucb.  Their  representatives  are  not  permitted  to  inspect  tbe  examination 
ers  of  competitors.  Anthentic  information  in  regard  to  examinations  may  be 
lined  only  from  the  United  States  Civil  Service  Commission  or  the  district  secre- 
'  and  witbont  cost. 

1RST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

1.  For  positions  in  field  brancbes  of  the  service  which  require  a  mental  t«st  but 
not  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
iculty  are  held,  namely; 
First  grade,  or  clerical. 
Second  grade,  or  minor  clerical. 
Third  grade,  or  subclerical. 
i.  Ellglbles  on  the  first  and  tblrd  giade  regliteis  will  be  certified  loi  fllUnKvaoan- 

aa  they  may  occur  in  any  biancb  of  tbe  field  serrlce  in  poslUonB  covered  by  the 
le  ol  examination  tbey  have  passed.  (See  mlea  teveralng  certlficatloni, page  17.) 
lioants  for  the  first  and  third  grade  examinations  should  therelore  apply  for  "  all 
Ices  "  In  theli  applications,  unless  there  are  one  or  more  aervioeB  In  which  they 

not  accept  BppH>iiitiueiit.  In  this  event  they  should  speolfioally  enumerate  In  theli 
loatlona  the  serriccB  In  which  appointment  is  NOT  deBlred  In  oidei  that  thcli 
les  may  not  be  certified  for  those  services.  The  aeoond  grade  examination  la  given 
Ae  positions  ol  clerk  and  carrier  in  the  Post-Offioe  Service,  and  aeldom  for  any 
;r  positions. 

i.  A  request  for  s  change  in  the  designation  of  the  services  in  which  employment 
r  is  not  desired  must  be  made  in  writing;  otherwise  no  change  will  be  made. 
'.  A  person  can  not  be  examined  for  more  than  one  grade  of  positions  on  tbe 
e  date  or  during  tbe  same  series  of  examinations. 

THE  FIRST  ORADE,  OR  CLERICAL,  EXAMINATION. 

(For  description  of  examination,  sample  questions,  etc.,  see  page  19.) 
t.  The  minimum  age  limitforthisexamination  is  18  years;  there  is  no  maximum 

>.  Application  form  1371  is  required. 

>.  This  examination  is  given  for  the  poeitions  of  assistant  weigher,  day  Inspector, 
i,  inapectress,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger  and  sampler 
he  Gostom-House  Service;  clerk,  office  deputy  collector,  division  deputy  collec- 
gauger,  storekeeper,  and  storekceper-gauger,  in  tbe  Internal-Revenue  Service; 
poeiUon  of  office  deputy  United  States  marshal,  and  clerical  poeitions  requiring 
lar  qualifications  in  the  services  named  and  other  field  branches.  Persona  deeir- 
examination  for  any  of  these  poeitions  should  apply  for  the  "  First  Grade,  or 
ical,"  examination. 
[Stb  Dlst.] 
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31.  This  examination  will  be  held  annually  o 

n  the  first  Satarday  in  Febnmr 

the  following-named  places 

Alabama : 

Georgia: 

Mississippi— Continued. 

Birmingham. 

Athens. 

Vicksburg. 

Dothan. 

AttanU. 

South  Caroliwi: 

Honteville. 

AuguHta. 

Beatifort. 

Mobile. 

Bnmawick. 

Charleston. 

Montgomery. 

Columboa. 

Columbia. 

Florida: 

Macon, 

Florence. 

Cedar  Keys. 

Borne. 

Georgetown. 

Gftineeville. 

Savannah. 

Greenville. 

Jacksonville. 

Tbomaaville. 

Tennessee : 

Key  West- 

Mississippi : 

Bristol. 

Miami. 

Greenville. 

Chattanooga. 

Orlando. 

Gulfport. 

Jackson . 

Pensacola. 

Hattieaburg. 

Knojcville. 

St.  AugDBtine. 

Jackson. 

Memphis. 

Tallahassee. 

Meridian. 

Nashville. 

Tampa. 

Natchez. 

32.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
January,  either  from  the  local  secretaries  at  the  poet^ffices  or  custom-hooses  in  the 
dties  named  or  from  the  Secretary,  Fifth  Civil  Service  District,  Atlanta,  Ga.  To 
receive  consideiation  for  the  February  examination,  applications  must  be  filed  with 
the  district  secretary  at  Atlanta  not  later  than  the  hour  of  closing  business  on  Jan- 
nary  2.    Applicatdons  received  after  the  time  specified  will  not  be  accepted. 

33.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
nations at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the 
annuaieiamiuationinFebmary,  due  announcement  of  such  extra  examinations  will 
be  made  in  the  public  press. 

34.  A  pereon  who  has  passed  the  first-grade  examination  for  field  services  can 
not  take  the  same  examination  within  approximately  one  year  of  the  date  of  the 
examination  he  has  passed,  even  thoogh  he  desires  to  enter  the  examination  in 
another  city.     {See  sec,  9/. ) 

35.  A  person  who  fails  in  the  examination  may  take  the  next  examination,  regard- 
less of  the  time  intervening. 

THE  SECOND  ORADE,  OB  MINOB  CLERICAL,  EXAMINA- 
TION. 

(For  description  of  examination,  sample  qtiestions,  etc.,  see  pages  19  and  21.) 

36.  This  examination  is  given  for  the  positions  of  clerkand  carrier  for  city  delivery 
in  the  Post-office  Service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Full  information  concerning  the  Post-Office  Service,  including  dates  and 
places  of  exBJninations,  will  be  found  on  pages  9  to  12,  inclusive. 

37.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  Post-Office,  they  will  befilled  by  examination  consisting  of  the  second* 
grade  subjects  as  shown  on  page  19,  omitting  the  test  in  reading  addressee.  Such 
examinations  will  he  held  only  when  eli^bles  are  needed  and  will  be  duly  announced 
in  the  public  press. 

THE  THIRD   ORADE,   OR   StTBCDERICAL,  EXAMINATION. 

(For  deecription  of  examination,  sample  questions,  etc.,  see  pagea  16  and  23.) 

38.  Theminimamagelimit  for  thisexamination  islS  years;  there isn 
1^^  limit 

39.  Application  and  examination  form  1800  is  required. 
IGth  Dlst.] 
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].  This  examination  ia  given  for  the  poaitiona  of  attendant,  foieman,  and  night 
sector  in  the  Custom-House  Service,  and  for  messei^r,  watchman,  classifled 
^rer,  ekilled  laborer,  and  poeitions  requiring  similar  qualifications,  in  the  service 
aed  and  other  field  branches.  (Specific  information  concerning  examinations 
the  positions  of  elevator  conductor  and  messenger  boy  will  be  found  on  pagee  14 
[  15. )     Persona  desiring  to  become  eligible  for  appointment  to  any  of  these  poei- 

18,  except  elevator  conductor  and  meesei^r  boy,  should  apply  for  the  "Third 
ide,  or  Snbclerical,"  examination. 

1.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
ces  at  which  the  first^^rade  examination  will  be  held  as  indicated  in  section  31. 

2.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
luary,  either  from  the  local  secretaries  in  the  cities  named  or  from  the  Secretary, 
lib  Civil  Service  District,  Atlanta,  Ga.  To  receive  consideration  for  the  February 
.mination,  applications  must  be  filed  with  the  district  secretary  at  Atlanta  not 
•.T  than  the  honr  of  closing  business  on  January  2.    Applications  received  after 

time  specified  will  not  be  accepted. 

2a.  Women  will  not  beadmittedlo  the  annual  third-grade  examination.  Should 
ancies  occur  in  third^^nide  poeitions  for  which  female  eligibles  are  desired  exami- 
iouB  will  be  duly  announced  in  the  public  press. 

3.  Bbonld  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
ions  at  any  of  the  places  named  in  section  31  or  other  places  on  dates  other  than 
t  of  the  annual  examinatioa,  due  announcement  of  such  extra  examinations  will 
made  in  the  public  press. 

4.  A  person  who  has  passed  the  third-grade  examination  for  field  services  can 
.  take  the  same  examination  within  approximat«ly  one  year  of  the  date  of  the 
imination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
ither  city.    (See  sec.  9/.) 

6.  A  person  who  fails  in  the  examination  may  take  the  next  examination,  regard- 
i  of  the  time  intervening. 

6.  Applicants  for  the  third^rade,  or  subclerical,  examination  must  beable-bodied 
1  physically  capable  of  performing  manual  labor. 

7.  Male  applicanta  for  the  third-grade,  or  aulxJerical,  examination  may,  upon 
:ir  request,  take  the  strength  test  which  is  given  to  applicants  for  the  position  of 
ikilled  laborer,  and  which  consists  of  lifting  and  shouldering  125  pounds  weight 
they  pass  the  strength  test  in  addition  to  the  subclerical  examination,  it  will  be 
ed  on  the  register  as  in  the  nature  of  a  qualification.  If  an  appointing  ofiicer 
ueats  certification  from  the  third-grade  register  of  those  persons  capable  of  per- 
ming heavy  manual  labor  connected  with  a  subclerical  position,  certification  will 
made  from  those  standing  highest  in  the  educational  examination  who  have  alao 
sed  the  strength  test. 

INTERNAL- REVENTIE  SERVICE. 

:8.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
lows:  clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  storekeeper, 
i  Blorekeeper-gauger.  Appikanls  ghovJd  not  apply  for  a  specific  ptmtum  or  pogUi/ms. 
■  sections  S5  and  30. 

19.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  be 
iihie  for  appointment  in  the  Internal-Revenue  Service  in  the  internal -revenue 
trict  in  which  such  places  are  located,  as  indicated  below : 

The  internal-revenue  dbtrict  of  Alabama,  comprising  the  States  of  Alalwma  and 
ssissippi : 

miingham,  Ala.  Hattiesburg,  Miss.  Mobile,  Ala. 

than,  Ala.  Humteville,  Ala.  Montgomery,  Ala. 

eenville.  Miss.  Jackson,  Miss.  Nat«hez,  Miss. 

ilfport.  Miss.  Meridian,  Miss.  Vicksburg,  Miss. 

[Gth  DlBt.] 
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The  internal- 
Cedar  Keys,  Flft. 
Gaineeville,  Fla, 
Jackionville,  Fla. 
Key  West,  Fla. 

The  internal- 
Athens,  Ga. 
Atlanta,  Gra. 
Augusta,  6a. 

The  interna) - 
Beaufort,  8.  C. 
Charkaton,  8.  ( 

The  internal- 
Bristol,  Tenn. 
Chattanoc^^  Tenn. 


district  of  Florida : 


Orlando,  Fla. 
Pensacola,  Fla. 


8t  AuguatJne,  Fla. 

Talkhasaee,  Fla. 
Tampa,  Fla. 


district  of  Geoi^a : 

Bmnsffick,  Ga.  Rome,  Ga. 

Colnmbos,  Ga.  Savannah,  Ga. 

MacoD,  Ga.  Thomaflville,  Ga. 

district  of  South  Carolina: 

Columbia,  8.  C.  Georgetown,  8.  C. 

Florence,  6.  C.  Greenville,  S.  C. 

district  of  Tennessee: 

Jackson,  Tenn.  Memphis,  Tenn. 

Knoxville,  Tenn.  Nashville,  Tenn. 

(For  description  of  examination,  see  p^e  IS;  for  date  of  examination,  see  sec  81. ) 

50.  Storekeepers  and  gangers  whose  compensation  does  not  exceed  ¥3  per  diem 
when  actoally  employed,  and  whose  f^gregate  compensation  dose  not  exceed  (600 
per  annum,  are  not  subject  to  competitive  examination. 

51.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  registers  established  as  a  resnlt  of  the  third  grade,  or 
subclerical,  examination.  (For  description  of  examination,  see  pages  19  and  23;  for 
date  of  examination,  see  sec.  41. ) 

CUSTOM -HOtrSE  SERVICE. 

52.  The  first  grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  assistant  weigher,  day  inspector,  clerk,  inspectress,  storekeeper  (clasBed  as 
clerk),  deputy  officer,  gauger,  and  sampler, 

53.  The  third  grade,  or  Bul>clerical,  examination  is  ^ven  for  the  podtioDs  of 
attendant,  foreman,  night  inspector,  messenger,  watchman,  and  classified  laborer. 

Applicants  for  first  or  third  grade  examlnatlDns  should  not  appljr  for  a  speoiflc  posi- 
tion or  positions.    See  sections  26,  80,  and  40. 

54.  Examinaljons  jrill  be  held  annually  for  custom-houses  at  the  following-named 

Gulf  port.  Miss. 
Jacksonville,  Fla. 
Key  West,  Fla, 
Memphis,  Tenn. 

Miami,  Fla." 
Mobile,  Ala, 
Natchez,  Miss. 


Nashville.  Tenn. 
Pensacola,  Fla. 
Savannah,  Ga. 

St.  Augustine,  Fla. 
Tampa,  Fla. 
Vicksburg,  Miss. 


Atlanta,  Ga. 
Beaufort,  S.  C. 
Brunswick,  Ga. 
Cedar  Keys,  Fla. 
Charleston,  S.  C. 
Chattanooga,  Tenn. 
Georgetown,  S.  C- 

(For  description  of  examinaUons  ei 
sees.  31  and  41.) 

55.  In  filling  vacancies  in  the  Custom-House  Service,  certification  will  be  made  of 
the  names  oE  eligibles  examined  at  the  port  at  which  the  vsj^ncy  exists,  except, 
where  examinations  are  held  also  at  snbports  for  the  convenience  of  applicants,  the 
highest  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  snbports. 
Vacancies  occurring  in  custom-houses  at  subporls  at  which  examinations  are  not 
held  will  be  filled  by  certification  of  the  highest  eligibles  examined  at  the  port  and 
at  other  snbports  in  the  same  customs  district. 


e  pages  19  and  23;  for  date  of  examinations  at 
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)6.  EsaminatJons  for  the  costom-houeee  at  Apalacbicola,  Fla.,  Fernaodina,  Fla., 

d  St.  Mary,  Ga.,  will  be  held  only  when  eligiblee  are  needed,  when  due  annonnce- 

:nt  will  be  made  iu  the  public  preee. 

)7.  ExaminationB  for  the  positione  of  assayer,  cashier,  chief  or  apecial  deputy  coU 

^tor,  deputy  naval  officer,  deputy  surveyor,  examiner  aud  weigher  are  held  only 

ieaeli)^blesareneeded  and  will  be  duly  announced  in  the  public  press. 

>8.  The  esamiuation  for  opener  and  packer  will  consist  of  the  third  grade,  or  anb- 

■lical,  subjects,  with  a  weight  of  10  per  cent;  experience,  60  per  cent;  and  phys- 

.1  ability,  30  per  cent.    Special  credit  will  be  given  for  experience  in  opening  and 

eking  general  merchandise.    Application  and  examination  form  1800  is  required. 

lis  examination  will  be  held  only  when  eligibles  are  needed,  and  due  announce- 

sQt  of  examinations  will  be  made  in  the  public  press. 

>9,  For  most  positions  of  boatman  a  noneducational  examination  is  given.    A  few 

;h  poaitionsrequirealso  a  mental  test,  and  in  such  cases  the  examination  will  con- 

t  of  the  educational  subjecte  of  the  third  grade,  or  subclerical,  examination  with 

veight  of  20  per  cent;  experience,  60  per  cent;  and  physical  ability,  30  per  cent. 

hen  no  mental  teat  is  required,  the  examination  will  consist  of  the  eubjecta  of 

perience  and  physical  ability.      When  a  noneducational  examination  is  given, 

plicante  are  not  required  to  appear  at  any  place  for  examination.      Application 

d  examination  form  1800  is  required.     This  examination  will  be  held  only  when 

gibles  are  needed,  and  due  announcement  of  examinations  will  be  made  in  the 

blic  prese. 

iO.  There  are  no  positions  in  the  Custom-House  Service  in  the  Fifth  Civil-Service 

itrict  which  are  filled  from  the  second  grade,  or  minor  clerical,  register. 

n.  In  the  Custom-House  Service  women  are,  unless  otherwise  specified,  eligible 

■  appointment  to  the  following-uamed  portions  only;  deputy  collector,  deputy 
-veyor,  clerk,  stenc^rapher  and  typewriter,  inepectress,  and  cashier. 

POST-OFFICE  SERVICE. 

(2.  For  the  positions  of  clerk  and  carrier  for  city  delivery  the  second  grade,  or 

nor  clerical,  examination  is  given.      (For  description  of  this  examination  see 

?e3lfiand21.) 

13.  Applicants  for  examination  tor  appointment  to  the  Post-Office  Service  should 

ply  for  the  "clerk,"  "carrier,"  or  "clerk-carrier"  examination,  depending  upon 

)  position  or  positions  desired.    (See  sec.  76.)    Application  should  not  be  made 

■  the  "  second  grade "  or  "minor  clerical  "  examination. 
M.  Application  form  1371  is  required, 

i5.  The  minimum  and  maximum  age  limits  for  the  Post-Office  Service  are  18  and 
years,  respectively.  The  age  limite  are  waived,  however,  in  the  cases  of  persons 
norably  discbai^d  from  the  military  or  naval  service  by  reason  of  dUabUUy  result- 
;  from  wounds  or  sickness  incurred  in  the  line  of  duty. 

16.  Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  pro- 
jition,  however,  doeanot  apply  to  women  who  are  divorced  or  those  who  are 
>arated  from  their  husbands  and  support  then^selvea. 

57.  Applicants  for  the  Poat-Offlce  Service  are  required  to  be  physically  sound  and 
good  health.  The  Post-Office  Department  has  advised  the  Commiaaion  that  no 
-son  who  is  defective  in  any  ot  the  following-named  particulars  will  be  appointed 
the  position  of  carrier  in  the  Post-Office  Service:  Hunchbacks;  persons  having 
'ectivehearing,  sight,  or  speech;  persons  blind  in  one  eye;  one-armed,  one-handed, 
one-le^ed  persona,  or  thoae  having  crippled  arms  or  legs,  or  those  suitering  from 
hma  or  hernia.  These  defects  will  also  debar  a  person  from  appointment  to  the 
dtion  of  clerk  in  the  Post-Office  Service,  except  that  deaf  mutea  and  persona  with 
'ective  apeech  or  hearing  may  be  appointed  to  the  podtiona  of  mail  clerk,  dia- 
44950— 5th  Diet.— 10 2 


□  amoonl  <!<  phTstal  dtJLtU  vill  be  canceled,  iml^  Rvii 
pUHLif  nr  b-j^orahJv  .^i»lmy<  Ushed  Sot^  fot-iien  or  ^ulots,  rwti£fi  to  ^tf- 
CTWr  -ztdB'  htOjo  ]r»L  B(-rHd  StUiAv  of  tfac  Inited  S(BU&  iSn  w«.9elar 
ptyatM^  dtiens  whjdb  *^1-  debar  pcnm;  fr\«i  uij  naminatioo.  < 

66.  3lj>  a{:ckieHUE  a;aft  iueMmr«  »^  lew  than  5  feet  4  iiMJm  in  be^t.  in  bme 
feet,  vad  vcif^  ^m  ^e»  iban  IS  pocade  ■mbom  otticoM  and  haL  Fenwle  ^tfi^i- 
^Bif  MV  IMS  ivqciicd  to  be  of  anj  cf^cific  beiefal  or  set^t. 

n.  Appc-actf  far  posIioDe  in  ibe  P(Mt-<>ffii:e  Serrice  mo!*  appear  forrxamiaatMai 
ID  dK  fiiT  vbei«  ercpx-vmeiii  k  •leamL  and  dier  sill  be  elisible  for  appointnwat 
ocij  in  lrj>  afifie  fcr  which  examined. 

7-j.  FTa—  '-Jtk«w  K«  ihe  (c-l^vTn(>-aaiDed  fii^-rlas  offices  wi^  be  beid  en  ibe 
£nt  WeiiiiealaT  or  ^alnnlaT  in  Norocber  of  ocb  'j^r. 

AdMse.  Ua.  GnenTilJe.  S.  C  llMH^jmetr.  Ala. 

Atluita.  Ga.  Hatdertwig.  Mib.  Nvhr-Je.  fenn. 

AdevUl  Ga.  Jacfcfoa.  Mia.  FBBK^^ia,  FIl 

Birmingham.  Ala,  Jarfcj^mviile.  Fla.  SnTumah.  Oa. 

Bfinol,  Ham.  Enoxrii^,  Tom.  G^ma,  Ala. 

Cfaaricft'i-tt.  &  C  Umwo.  Ga.  '    Sf«itaiibar&  S.  C 

Ctiattanoo^i.  ^nn.  Uempcis.  Tenn-  Xinipi,  Fla. 

Columbia,  S.  C  Meridian.  Uin.  Tkksbo^  Mis. 

Co'iombaa.  Ga.  MobGe.  Ala. 

TL  Blank  iorm-of  af^itabi-a  mar  be '.-t^aiaed  «-./«  brtntun  JnljIandOctobs'l, 
ehber  from  the  ".^eerwarr.  Fihb  Clril  Serrice  ["i^tr^  Atlanta,  Ga.."'  or  fawn  Ifae 
local  HI  n  III  J  at  the  office  vfaere  appointmral  if  deamL  Apj>ii<3l)Om  mi^  be 
praperlj  exenited  and  filed  with  (he  di<tnemctelar7  at  Atlanta.  betveenJolT  land 
the  rloee  of  boaoes  on  Oi7t>:^«*  1. 

ifiau  peMteJ  alaaertiMcswiQMCke 

etcar  becr.>irie  necesnvy.  to  meet  theneedscf  tfae 
LI  be  c^derif  tbe  dates  aai]  plaos  of  eocb  e 
L;  -.  ved  fcr  tbe  f  linp  of  appli^atiooi. 
4  at  U:«jan:#  d::^  be  an  a^y^^-ioDi  for  or  eligible  fr>>me] 
tioc  for  d:.':**-  Ihar.  '.ne  £r=t-d*»  poes-cffifei  Tbi»  itscnctkin  will  not  sf^j,  bov- 
era',  vtoi  an  exaciJsali-jc  if  he'd  '^x  anr  of  there  offices  on  a  date  otbo'  than  that 
of  tbe  nsrJar  iii:::ia^  exairii^tio::  ii:  So->-e=:b>rT.  t>4ii-b  (rxtia  ezaminatione  «tl]  be 
held  (-sly  w^.*n  tliz:"'  ".-i*  a-t  L«ed«d.  atid  will  be  d::^j  atii>'x;Eiced. 

74.  A  person  « f-o  y»e^*-f!  as  exaxiiloatkia  can  cot  be  examined  apun  for  tbe  aae 
pca-«ffice  v-.^in  approrr-ately  ooe  jear  of  the  date  of  tbe  examination  be  bae 
pwKd.      Se«  eet-t'c  K  ) 

75.  A  pet9>&  vL'j  fa:lf  in  ui  examinalioD  maj  take  tbe  next  examination,  re^id- 
kce  of  ibe  lirrje  !ir.«Trei;afc 

79.  For  tbe  t;.L',wraii-ti*sjtd  o£eee  tbe  namei  of  male  eligihiiei  will  be  eatered  on 
<wi1t  one  tt^Stt-^casjieij,  the  ''cnk  *'  or  the  ''carrier''  r^zicter-'aDd  male  appli- 
cantB  fM"  these  of5cei  ^uf  v./SvaU  tt  tVtr  nppluyiti/m*  wb«tb«r  they  deore  tbe  po*- 
lioaof  "dert"  or  of  "carrier:" 

AdaEta,  Ga.  JackM^tiJIe,  Fl*.  SaebTiLie,  Tum. 

Angtsta.  Oa.  Kooi-iiL^  Teuo.  Haracr^h.  Ga. 

RTTf.:r.gfaa.-n,  Ala.  Mac.n.  Ga.  Tampa,  FU. 

Cha.'le«*,n,  S.  C.  M«i.[,tift.  Terai. 

Cbattacoo^L.  Tenn.  MoVk*,  Ala. 

77.  A  mjnieet  ior  a  (:iia&^  in  iLe  df^znat^'^  of  tbi;  pai^iion  d^red  iir^"!  ^PT^iont 
mnet  be  irade  iii  wriii-'.^  ajJ  he  receiitd  vi-  tfc»;  di«ri^i  ntiT^tary  on  w  bebn«r  Ibe 
date  set  for  tb^  cloee  of  reeeipi  of  ag>plkat:'jr>«;  otiientiw  D'i  <:hai.tK:  will  b«  msde. 
;at!ii>iR.j 
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S.  The  name  of  each  male  eli^ble  for  any  poet-office  not  mentioned  in  the  para- 
ph numbered  76,  above,  will  be  entered  on  both  the  male  clerk  and  carrier  regietera 

1  will  be  certified  (oonsidered)  in  its  order  for  vacancies  occurring  in  the  poaition 
either  male  clerk  or  carrier  without  regard  to  any  choice  of  position  expreseed  by 

elinible  in  bis  application.  The  poatmoBter  is  required  to  make  selection  for  the 
t  vacancy  from  not  more  than  the  highest  three  names  on  the  register,  and  for  the 
)nd  vacancy  he  shall  makeselectionfromnotmorethan  the  highest  three  remain- 

whicb  have  not  been  within  hia  reach  tor  three  separate  vacanciea.  The  third, 
I  any  additional  vacancies,  shall  be  filled  in  like  manner.  An  eligible  who  has 
n  within  reach  for  three  separate  vacancies  in  either  position  in  his  turn  may  be 
sequently  selected  for  that  position,  subject  to  the  approval  of  the  Commission, 
n  the  certificate  on  which  his  name  laat  appeared,  if  the  condition  of  the  register 

not  SO  changed  as  to  place  him  in  other  respects  beyond  reach  of  certification. 
i  nameof  amale  eligible  must  have  been  within  reach  for  three  separate  vacancies 
)  position  before  bis  name  may  be  passed  over  in  making  selection  for  appoint- 
nt  to  that  position.  Nonselection  from  one  register  or  declination  of  appointment 
en  selected  will  not  affect  the  eligible's  standing  on  the  other  register.  Appoint- 
it  from  either  register  will  remove  the  eligible's  name  from  both  registers. 
9.  In  the  Post-Office  Serviceappointmentsareusuallymade  to  the  position  of  sab- 
ute  clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
cinal  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

0.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
/icearedivided  into  six  grades,  as  follows;  First  grade,  salary  $600;  second  grade, 
iry  $800;  third  grade,  salary  (900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
100;  sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  first^lasa  offices  will  be 
moted  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
I  i»  promoted  successively  to  the  fourth  grade. 

1.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of 
quari^r  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
motion  will  be  made  except  upon  evidence  satisfactory  to  the  Poet-Office  Depart- 
it  of  the  efficiency  and  faithfulness  of  the  employee  during  the  precedli^  year. 
iSn  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
.rter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
iod.  Clerks  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eligible 
promotion  to  the  higher  positions  in  said  post-offices. 

2.  Any  male  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier 
ligible  for  transfer  to  the  service  of  a  clerk. 

3.  Auxiliary  employees  are  piud  for  actual  service  at  the  rate  of  30  cents  an  hoar, 
h  ausiliary  employees,  however,  are  required  to  work  not  less  than  two  honrs 
ly  and  may  serve  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and 
■iere  of  the  first  erade. 

i.  Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent 
ks  and  carriers,  and  they  are  eligible  for  appointment  aa  auxiliary  employees 
.  as  clerks  and  carriers  of  the  first  grade. 

3.  ExominatioDS  for  the  following-named  second-class  offices  will  be  held  only 
in  eligibles  are  needed  (due  announcement  of  which  will  be  made) ,  and  applica- 
I  blanks  will  not  be  given  out  until  the  examinations  are  announced: 
•any,  Qa.  Bessemer,  Ala.  Clarksville,  Tenn. 

ericuB,  Ga.  Biloxi,  Miss.  Cleveland,  Tenn. 

lerson,  8.  0.  Brookhaven,  Miss.  Columbia,  Tenn. 

listen,  Ala.  Brunswick,  Ga.  Columbus,  Miss, 

tow,  Fhu  Cheater,  S.  0.  Cordele,  Ga. 

nbrldge,  Qa.  Clarksdale,  Miaa.  Dallon,  Ga. 

[5th  DiBt.] 
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Ef  arriman,  Tenn. 
Hautsrille,  Ala. 
JacksoD,  Tenn.    ' 
Johnson  City,  Tenn. 
Key  West,  Fla. 
La  Grange,  Ga. 
Marietta,  Ga. 
Miami,  Fla. 
Milledgevilte,  Ga. 
Morristown,  Tenn. 
Morfreeaboro,  Tenn, 
Natchez,  Miss. 
Newberry,  S.  C. 
New  Decatnr,  Ala. 
Newnan,  Ga. 
OcaU,  Fla. 
Opelika,  Ala. 
Orangeburg,  S.  0 
Orlando,  Fla. 


Falatka,  Fla. 
Quitman,  Ga. 
Eockhil!,  8.  C. 
Rome,  Ga. 
St.  Ai^ciBtine,  Fla. 
8L  Pelerebui^,  Fla. 
Sumter,  8.  C. 
Tallad^a,  Ala. 
Tallahassee,  Fla. 
ThomasTille,  Ga. 
Tifton,  Ga. 
Tuscaloosa,  Ala. 
Troy,  Ala. 
Union  City,  Tenn. 
Valdoata,  Ga. 
WaycroBS,  Ga. 
West  Point,  Miss. 
Yazoo  City,  Mies. 


Decatur,  Ala. 
DeLand,  Fla. 
Dothan,  Ala. 
Dublin,  Ga. 
Ensley,  Ala. 
Eufanla,  Ala. 
Fitzgerald,  Ga. 
Florence,  Ala. 
Florence,  S.  C. 
Gadsden,  Ala. 
Gaineaville,  Fla. 
Gainesville,  Ga. 
Georgetown,  S,  C. 
Greenwood,  Miss. 
Greenwood,  S.  C. 
Greenville,  Miss. 
Greene vi  lie,  Tenn. 
Griffin,  Ga. 
Gulfport,  Miss. 

THE  IMMIGRATION,  THE  STEAMBOAT -INSPECTION,  THE 
MARINE- HOSPITAL,  THE  CUSTODIAN,  AND  THE  LIGHT- 
HOUSE SERVICES  (  NAVY  -  YARD,  PENSION  AGENCY, 
WEATHER  BUREAU,  QUARTERMASTER'S  DEPARTMENT 
AT  LARGE,  ORDNANCE  DEPARTMENT  AT  LARGE,  AND 
ENGINEER  DEPARTMENT  AT  LARGE  ESTABLISHMENTS, 
ETC. 
86.  Clerical,  minor  clerical,  and  subclerical  poeitione  in  field  establishments  of  the 

above-named  and  of  other  branches  ot  the  service  are  filled  by  certification  from 

appropriate  roisters  established  from  examinations  for  these  grades  as  described  in 

sections  24  to  47,  inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

86a.  The  stenographer,  the  typewriter,  and  the  combined  stenographer  and  type- 
writer examinations  are  held  quarterly  in  January,  April,  July,  and  October  at 
various  places  throughout  the  country.  Examinations  are  held  simultaneously 
for  field  pMitions  (that  is,  positions  outside  of  Washington,  D.  C),  for  positions  in 
the  departments  and  offices  at  Washington,  and  for  positions  in  the  Philippine  and 
Isthmian  Canal  services.  Only  the  combined  stenc^rapher  and  typewriter* 
tion  is  given  for  the  Philippine  Service. 

Applicants  are  required  to  show  in  their  applications  the  » 
which  employment  is  desired,  and  at  the  time  of  examination  each  competitor  is 
given  an  opportunity  to  indicate  the  exact  localities  in  which  he  is  willing  to  accept 
appointinent.  Those  who  indicate  a  willingness  to  accept  appointment  in  Washing- 
ton, D.  C.,  will,  if  an  eligible  rating  is  attained  in  the  examination,  have  their  names 
placed  on  the  register  for  Washington,  D.  C,  only,  unless  they  apply  for  the  Philip- 
pine or  Isthmian  Canal  service.  Those  who  indicate  a  desire  for  appointment  to 
positions  only  in  the  locality  in  which  examined  will  have  their  names  placed  on  a 
register  of  eligibles  for  that  purpose.  An  eligible  may  not  have  his  name  on  the 
register  for  Washington,  D.  C,  and  also  lor  the  field  service  at  the  same  time.  A 
person  who  has  signified  his  willingness  to  acceptappointment  in  Washington,  B.C., 
may  also  have  his  name  placed  on  the  register  tor  the  Philippine  service  or  the  Isth- 
mian Canal  service,  or  both,  by  filing  a  separate  application  for  each  additional 
service  desired  and  by  complying  with  the  additional  requirements.  Persons  whose 
n^mes  are  on  rf^iaters  for  fidd  podtions  may  not  have  their  names  on  the  r^patra 
[5tb  Dlat] 
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the  Philippine  service  or  for  the  Isthmian  Canal  service  at  the  same  time.  Appli- 
on  may  be  oiade  for  esamination  for  the  Philippine  service  or  the  Isthmian  Canal 
rfce  or  both  and  not  for  service  in  Washington,  D.  C,  if  desired.  A  person  whose 
,ie  is  on  the  register  for  field  positions  may  have  his  name  transferred  to  the 
ist«r  for  positiona  in  Washington,  D.  C.,  in  the  Philippine  service,  or  in  the  Isth- 
in  Canal  service,  or  vice  versa,  at  any  time  within  the  period  of  ehgibility  if  there 
reason  for  such  transfer  which  is  satisfactory  to  the  Commission  and  the  person 
complied  with  the  requirements  of  the  service  to  which  transfer  of  eligibility  is 

n  filling  vacancies  in  field  positions,  preference  will  be  given  to  persons  examined 
.he  city  in  which,  or  in  the  immediate  vicinity  of  which,  the  vacancy  esista.  In 
i  the  renter  for  any  locality  becomes  exhausted  resort  may  be  had  to  the  raster 
another  locality  if  it  contains  the  names  of  eligiblea  available  for  the  position 

'orm  1424,  showing  the  dates,  places,  character,  and  scope  of  the  examinations, 
I  the  requirements  for  the  various  services,  may  be  obtained  by  addressing  the 
trict  secretary  or  the  Commission  at  Washington.  Application  forms  will  also  he 
warded  upon  request.  Form  304  is  required  for  all  services  except  the  Philippine; 
the  Philippine  service  Form  2  is  required.  Applications  may  be  filed  at  any  time 
h  the  Commission  at  Washington.  The  age  limits  for  the  various  services  are  as 
owe:  Philippine  Service,  minimum  18,  maximum  40;  Isthmian  Canal  Service, 
limum  20,  maximum  45;  other  services,  minimum  18,  no  maximum  limit. 
Vomen  are  admitted  to  the  April  and  October  examinations  only,  and  are  not 
nitted  to  the  examination  for  the  Philippine  or  the  Isthmian  Canal  service. 
'he  demand  for  stenographer  and  typewriter  eligiblee  ia  usually  greater  than  the 
■ply.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose  services 
ive  satisfactory. 


.7.  All  United  States  deputy  marshals,  except  those  employed  as  field  depuliea,  or 
ose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service, 
cancies  in  this  position  will  be  filled  as  indicated  in  the  following  paragraphs: 
;S.  Vacancies  in  positions  requiring  a  knowledge  of  stenc^raphy  and  typewriting 
af  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter 
ister  for  field  services  or  the  bookkeeper  re^ster  for  t,he  general  departmental 
vice  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists.  (See 
B.  86a  and  133.) 

t9.  For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography 
1  typewriting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade, 
clerical,  register  of  eligibles  who  were  examined  in  the  Slate  in  which  the  vacancy 

10.  Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner, 
less  it  is  determined  by  the  Department  to  fill  such  vacancies  by  promotion  or 
nsfer  of  persons  already  in  the  classified  service. 

(Full  information  relative  to  the  first-grade,  or  clerical,  examination,  including  a 
t  of  places  at  which  the  examination  may  be  taken  and  thedat«  of  annual  examina- 
ns,  is  given  on  page  5  of  this  publication. ) 

FOREST  CHERK,  FOREST  SERVICE. 

Wa.  Forest  clerks  are  employed  in  the  offices  of  the  Forest  Service  outside  of 
ashington,  D.  C.  Menonly  will  beadmitted  to  this  examination.  The  minimum 
d  maximum  age  limits  are  18  and  40  years,  respectively.  Application  form  1371 
required.  Applications  will  not  be  accepted  from  persons  who  have  tuberculosis 
other  serious  physical  defect. 
44950— 5th  Diet.— 10 3 


.glc 


14 

The  examination  will  comprise  two  ports,  both  of  which  are  obligatory.  The  time 
allowed  b  as  followe:  Firet  d&j,  six  hours  for  Part  1;  second  day,  one  hour  for  ele- 
nc^^phy  and  one  and  oae-fonrth  hours  for  the  typewriting  teate.  The  subjects  and 
weights  of  Part  1  on  a  scale  of  100  are;  Spelling,  10;  Arithmetic,  20;  Penmanship, 
10;  Beportwriting,  20  (all  firBtgrade,Beep^e  19);  Practice  of  Bookkeeping,  embrac- 
ing tests  in  journalizing  and  preparation  of  balance  sheet  in  mercantile  transactions, 
40.  TheBQbjectsand  weightsof  Part2onaBcaIeof  lOOare:  8ten<«raphy,  30;  Copy- 
ing from  rough  draft  (typewriting),  35;  Copying  from  plain  copy  (typewriting), 
35.  The  avemgea  in  the  two  parts  of  the  esamination  will  be  combined,  with  equal 
weights,  to  obtain  the  average  percentage  In  the  examinatJon. 

In  order  to  become  eligible  for  appointment,  a  competitor  mnst  attain  a  latlng  of 
not  less  than  70  in  the  subject  Practice  of  Bookkeeping,  an  average  of  not  less  than 
70  m  Port  1,  of  not  less  than  50  in  Fart  2,  and  of  not  less  than  70  in  I^rts  1  and  2 
combined,  with  the  relative  weights  indicated.  It  a  competitor  fails  in  Practice  of 
Bookkeeping,  the  remunii^  snbjecta  of  his  examination  will  not  be  considered;  and 
if  he  fdls  in  either  Part  of  his  examination  the  other  Part  will  not  be  considered. 

In  lien  of  a  dictation  in  stenography,  competitors  will  be  fnmished  a  printed  exer- 
dee  which  they  will  be  required  to  write  in  stenc^raphlc  notes.  The  exercise  will 
contain  330  words.  If  the  notes  are  written  in  three  minutes,  100  per  cent  in  speed 
will  be  given;  four  minutes,  90  per  cent;  five  minutes,  SO  per  cent;  six  minutes,  TD 
per  cent;  seven  minutes,  60  per  cent;  eight  minntea,  50  per  cent.  If  the  writing  of 
the  notes  is  not  completed  in  eight  minutes  the  printed  exercise  will  be  taken  up 
and  proportionate  deduction  will  be  made  for  the  part  omitted  in  the  transcript. 
This  exercise  will  be  rat«d  on  the  speed  with  which  the  notes  were  written  and  the 
accuracy  of  the  transcript. 

The  forest  clerk  examination  will  be  held  as  frequently  as  the  needs  of  the  service 
require.  Application  blanks  may  be  secured  from  the  district  secretary  fmd  may  be 
filed  with  him  at  any  time.  When  the  examination  iaannounced  all  persons  having 
applications  on  file  will  be  notified  when  and  where  to  appear  for  examination. 

In  filling  vacancies  in  this  position  preference  will  be  given  to  persons  examined 
in  the  locality  in  which  the  vacancy  exials.  In  case  the  register  for  any  locality 
becomes  exhausted  resort  may  be  had  to  the  register  for  another  locality  if  it  con- 
tains the  names  of  eligibles  available  for  the  position  vacant. 


0].  The  only  establishment  of  the  Ordnance  Department  at  Large  in  the  Fifth 
United  States  Civil  Servira  District  is  at  Augusta,  Ga.  Full  information  concerning 
the  above-named  positions  and  application  forms  may  be  obtained  by  addressuig  the 
secretary  of  the  local  board  of  civil-service  examiners.  Ordnance  Department  at 
I^rge,  Augusta,  tia.,  or  the  Secretary,  Fifth  United  States  Civil  Service  District, 
Post^fiSce,  Atlanta,  Ga.  Applications  may  be  filed  at  any  time  with  the  district 
secretary.  Examinations  will  he  held  as  frequently  as  the  needs  of  the  service 
require,  and  when  an  examination  is  to  be  held  persons  having  applications  on  file 
will  be  notified  when  and  where  to  appear  for  examination. 

ELEVATOR  CONDUCTOR. 

92.  The  position  of  elevator  conductor  in  federal  buildings  is  filled  by  examination 
consisting  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
page  19  and  23  with  a  weight  of  50  per  cent,  and  experience  50  per  cent. 

93.  Tbe  minimumage  limit  forthisexaminationis20  years;  there  is  no  maximum 
age  limit. 

94.  Application  and  examination  form  1800  is  required. 

95.  Applicants  for  this  examination  must  be  able-bodied  and  physically  capable  of 
performing  manual  labor. 
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t.  luratii^  the  element  of  "experience"  credit  will  be  given  for  actual  experience 
levator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants  who 

e  not  had  at  least  six  months  of  Buch  experience  will  nntbeadmitted  to  the  exam- 
ion.  If  an  applicant  has  had  only  eix  months'  experience,  that  experience  must 
e  been  gained  within  the  twelve  montha  juBt  prior  to  the  date  of  application, 
•licants  must  folly  indicate  in  their  applications  the  kind  of  elevators,  whether 
eofcer  or  freight,  npon  which  they  have  been  employed,  as  well  ae  the  length  of 
r  experience. 

.  This  examination  will  be  held  only  when  eligiblea  are  needed,  and  will  be  duly 
junced  in  the  public  press. 

MES8ENOER  BOT. 

.  Examinationa  for  filling  vacancies  in  this  position  are  held  in  thecity,  ortn  the 

lity  of  the  city,  in  which  a  vacancy  occurs,  and  only  when  eUg^bles  are  needed. 

examination  will  consist  of  the  third-grade,  or  subclerical,  subjects  (see  pages  19 

23),  witii  the  exception  of  the  subject  of  experience,  each  of  the  five  subjects 

Dg  a  weight  of  20  per  cent.    When  examinations  are  to  be  held,  announcement 

ide  in  the  public  press. 

.  The  minimum  and  maximum  age  limits  for  this  examination  are  16  and  IS 

9,  respectively. 

X  Application  form  1371  is  required. 

NONEDUCATIONAL  EXAMINATIONS. 

1.  This  class  includes  examinations  for  the  mechanical  trades  and  similar  posi- 
which  do  not  require  a  mental  test.  These  positions  in  the  Custodian  Service 
the  Quartermaster's  Department  at  Large  have  been  placed  under  the  district 
m  (see  sec.  2).  Application  forms  for  these  two  services  are  distributed  and 
ved  by  the  Secretary  of  the  Fifth  Civil  Service  District,  Post-Office,  Atlanta,  Ga. 
nformation  concerning  noneducational  positjous  in  other  field  services  applica- 
ihould  be  made  to  the  secretary  of  the  local  board  of  civil  service  examiners  at 
stablisbment  where  employment  is  desired.  The  following  information  applies 
e  Custodian  Service  and  the  Qnartermaater's  Department  at  Large; 
',.  Appropriate  examinations  are  held  based  on  experience  and  physical  ability. 
elaiive  weight*  of  them  sal^ectt  on  a  scale  of  100  are:  Pfiyiical  ability,  40;  experience,  60, 
nformation  on  which  the  ratings  are  based  must  i>e  furnished  by  the  appliiant 
e  application  blank.  Care  should  be  taken  to  furnish  accurate  and  complete 
Elation  in  order  that  a  sufficient  basis  may  be  had  for  rating  the  papers.  Each 
ioa  in  the  application  and  vouchers  must  be  fully  answered. 
.  The  method  of  ratingthe  subjects  of  these  examinations  is  as  follows: 
Physical  ability. — An  applicant  without  apparent  physical  disqualifications 
ed  at  98  for  this  element.  Forphysical  defects  which  may  impair  hisefficiency 
}  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
98  according  to  the  nature  of  this  defect  or  disqualification. 
ExpBBiBHCB. — This  subject  will  be  rated  upon  the  statements  made  by  the 
»nt  in  his  application,  as  corroborated  by  his  vouchers  and  references.  Con- 
ition  will  be  given  to  the  date,  length,  quality,  and  character  of  the  experience 
3,  and  special  consideration  will  be  given  experience  which  is  continuous  and 
t. 

,  In  any  of  these  examinations  the  Commismon  may  in  its  discretion  call  for 
idditional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary,  but 
'Commendations  other  than    those  called  for  by  the  Commission  will  he 

All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 
9  are  placed  on  the  proper  r^wter  according  to  their  ratings;  but  the  names  of 
Sth  DiBt.] 
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persons  preferred  under  section  1754,  R.  8.,  rated  at  85  or  more,  are  placed  above 
all  others  who  have  not  been  allowed  euch  preference. 

106.  When  such  examinalions  (noneducationid)  are  given,  applicants  are  not 
required  to  appear  at  any  place  for  examination,  but  to  file  with  the  district  secre- 
tary fnlly  executed  applications  on  the  form  prescribed. 

CUSTODIAN  SERVICE. 

107.  The  Custodian  Service  covers  positJons  the  duties  of  which  relate  to  the  care 
and  management  of  public  buildings  outside  of  Washington,  D.  C.  Foeitions  of  the 
noneducational  class  in  this  service  are  such  as  firemen,  janitor,  etc.  Examinationa 
for  such  positions  are  held  only  when  eli^ibles  are  needed,  and  due  announcement 
of  esaminatjons  will  be  made  in  the  public  press. 

108.  Vacancies  in  doable-titled  positions  in  the  Custodian  Service,  such  as  fire- 
man-watchman, watchman-fireman,  fireman-laborer,  janitor-fireman,  etc.,  are  filled 
from  appropriate  rasters  of  one  title.  The  first  word  of  the  title  of  such  donble- 
titled  ptositions  indicates  the  more  important  duties  of  the  position,  and  vacancies 
are  filled  hy  noneducational  or  edncational  examinaljon  according  to  the  duties  of 
the  position  in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position 
of  fireman- watch  man  will  be  filled  by  a  noneducational  examination  for  fireman 
(heldonlywheneligibiesareneeded),  while  a  vacancy  in  the  position  of  watchman- 
fireman  will  be  filled  by  certification  from  the  register  established  as  a  result  of  the 
third-grade  edncational,  or  subclerical,  examination  referred  to  on  page  6. 

108a.  Examinations  for  technical  powtions  in  the  Custodian  Service,  such  as  steam 
engineer,  electrician,  etc.,  include  educational  qnaliflcations  and  are  announced  only 
when  eligiblee  are  needed. 

QUARTERMASTER'S  DEPARTMENT  AT  LARGE. 

109.  Noneducational  positions  in  the  Quartermast«r's  Department  at  La^e  include 
the  mechanical  trades  and  similar  positions,  and  applications  for  the  positions 
mentioned  below  may  be  filed  at  any  time: 

Marine  steam  eng^eer.  Master.  Stationary  steam  engineer.o 

Marine  fireman.  Plnmber.  Stationary  £reman. 

110.  Vacancies  at  the  following-named  establishments  of  the  Quartermaster's 
Department  at  Lsxge  will  be  filled  as  a  result  of  these  examinations; 

Fort  Moultrie,  S,  C,  Fort  Dade,  Fla.  Fort  McPherson,  Ga. 

Fort  Sumter,  8.  C.  Fort  De  Soto,  Fhi.  Fort  (^lethorpe,  Ga. 

Fort  Fremont,  B.  G.  Fort  Barrancas,  Fla.  Chief  Quartermaster's  Of- 

Key  West  Barracks,  Fla.  Fort  Morgan,  Ala.  flee,  Atlanta,  Ga 

Fort  l^ylor,  Fla.  Fort.  Screven,  Ga. 

111.  Application  forms  may  be  obtained  from  and  should  be  filed  with  the 
Secretary,  Fifth  Civil  Service  District,  Poet-office,  Atlanta,  Ga. 

112.  The  minimum  f^  limit  for  these  podtions  is  20  years;  there  is  no  maximnm 
age  limit. 

113.  Application  and  examination  form  1800  is  required. 

114.  Applicants  who  desire  to  apply  for  examination  for  more  than  one  position 
must  file  a  separate  application  for  each  position  desired. 

115.  Applicants  for  these  examinatjons  may  sign  their  appUcationa  by  mark  if 
nnable  to  write. 

116.  Applicants  for  the  poailionB  of  marine  steam  engineer  and  master  should 
give  in  their  applicaiionB  the  names  and  tonnages  of  the  vessels  upon  which  they 

11  Include  meDtal  tests  11  the  ntlary  is  more  than  1900  per  a.aiiuu]. 
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e  been  employed  and  submit  witb  their  applications  licenseB  or  certificatea  from 
proper  8(eamboat  inspecton  showing  the  grade  and  character  of  the  hcenses 
1  by  them, 

17.  fiegietere  will  be  establiBhed  quarterly,  or  more  freqaently  if  the  needs  of  the 
'ice  require.  To  receive  consideration  for  a  certun  quarter,  applications  must  be 
1  in  complete  form  with  the  district  secretary  not  later  than  the  15th  of  March, 
e,  September,  or  December,  as  the  case  may  be.  The  registers  will  be  made  up 
>r  soon  after  the  first  of  the  next  sncceeding  months. 

.6,  Examinations  for  positions  other  than  those  named  above  are  held  only 
in  eligiblee  are  needed,  and  no  applicationa  are  accepted  until  an  esamination 
been  announced,    (For  method  of  certification,  see  eec.  129.) 
''or  further  information  in  regard  to  noneducatiooal  eicaminations,  see  page  15. ) 

UNSKIZJiED  IiABORER. 

9.  This  position  is  unclasaified.  In  cities  where  regulations  are  in  force  govem- 
>he  employment  of  laborers  in  the  federal  service,  positions  of  this  character  are 
1  by  registration  of  eligibles  after  a  physical  test.  The  duties  of  men  are  those 
^mmon  laborer  or  workmen  and  oE  women  those  oE  charwoman  or  its  equiva- 
Labor  r^ulations  are  in  force  at  Atlanta,  Ga.,  in  the  Kfth  Civil  Service  Dis- 
.  Eiaminations  are  held  annually  in  February.  Application  blanks  may  be 
ined  from  the  Board  of  Labor  Employment  at  the  post-office  at  Atlanta  between 
lary  1  and  February  lonly.  Applicationa  will  not  be  accepted  unless  filed  with 
board  prior  to  the  hour  of  closing  business  on  February  1. 
0.  For  information  concerning  this  position  in  cities  where  labor  regulations  are 
in  force,  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
loyment  is  desired. 

CERTIFICATION  AND  ELIGIBILITY. 

L.  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
ntered  on  the  roister  in  the  order  of  the  average  attained.  An  aven^  per- 
ige  of  not  less  than  TO  is  required  in  order  to  become  eligible  for  appointment, 
>t  in  the  cases  of  persons  honorably  dischai^ed  from  the  United  States  military 
val  service  for  disabilUy  incurred  m  the  line  of  duty.  The  names  of  such  persons 
e  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
attain  an  average  percent^e  of  not  less  than  65  will  be  placed  at  the  head  of 
ligible  register. 
.  Separate  registers  are  established  for  men  and  women,  and  certification  is 

according  to  the  requisition  of  the  nominating  officer. 

.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  imme  on 
igister. 

.  The  highest  three  names  on  the  appropriate  register  are  certified  for  each 
cy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
certifications  for  appointment  to  each  nominating  or  appointing  officer  in  each 
e  for  which  he  may  be  eli^ble  for  appointment.  An  eligible  will  not  be 
ed  for  filling  a  vacancy  in  a  position  payii^  an  entrance  salary  lower  than  that 
i  by  him  in  bis  application  or  examination  papers.    Appointment  to  a  position 

service  will  operate  to  remove  the  eligible's  name  from  the  register  of  thegrade 
which  the  selection  was  made,  and  from  registers  of  lower  grades.     Appoint- 

may  be  made  from  a  higher  grade  register  for  filling  vacancies  in  a  lower 
position. 

For  fillingvacancies  in  the  Internal-Revenue  Service  certification  will  bemade 
nances  of  el^blee  who  wereesamined  in  the  intemal-revenoedistrictin  which 
.cftncy  occurs. 
Sth  Dlat.] 
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126.  For  filling  vacancies  in  the  Cnatom-Houm  Service  certification  will  be  made 
of  the  names  ol  the  eltgibles  examined  at  the  port  at  which  the  vacancy  exigte 
exceid,  where  examinations  are  held  also  at  subporta  for  the  convenience  of 
applicants,  the  highest  eligibles  will  be  certified  of  thoae  esamined  at  the  port  and 
at  snbports.     ( See  Sec  55. ) 

127.  For  the  positionsof  clerk  and  carrier  for  city  delivery  in  poBt-offices,  a  eeparste 
register  ia  established  for  each  claaaified  postKiffice,  containing  the  names  of  eligibles 
examined  for  such  office.  For  certain  large  poetKifficea  separate  male  clerk  and 
carrier  registers  are  eetabliehed,  while  for  all  other  offices  the  names  of  male  eligibles 
are  entered  on  both  the  clerk  and  carrier  registers.    (See  sees.  76  and  78.) 

128.  In  filling  vacancies  in  the  position  of  ofiSce  deputy  United  States  marshal 
certification  wilt  be  made  of  the  names  of  eligibles  who  were  examined  in  tbeState 
in  which  the  vacancy  exists. 

128a.  For  method  of  certification  in  filling  vacancies  in  the  position  of  stenog- 
rapher and  typewriter,  see  section  SCa.     For  forest  clerk,  see  section  90a. 

129.  The  names  of  eligibles  for  noneducational  positions  in  the  Quartermaster's 
Department  at  Large  will  be  entered  on  the  register  for  the  civil-service  district  in 
which  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
who  are  residents  of  the  district  in  which  the  vacancy  exists. 

130.  In  filling  vacancies  in  other  services,  certification  will  be  made  of  eligibles 
examined  at  the  place  at  which  the  vacancy  exists  or  in  the  immediate  vicinity. 

131.  Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the 
end  of  which  time,  if  the  appointee  is  retained  in  the  service,  snch  retention  is 
equivalent  to  bis  absolute  appointment.  In  the  Post-Office  Service  the  six  months' 
period  of  probationary  appointment  begins  from  the  date  of  appointment  as  regular 
clerk  or  carrier,  and  not  from  the  date  of  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

132.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contains  full  information  concerning 
the  regular  spring  and  fal)  examinations  for  positions  in  the  Departmental,  Indian, 
Railway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  servi(»s. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 

BOOKKEEPER,  TECHNICAL  AND   SCIENTIFIC  ES:AMINA- 
TION8,  ALL  SERVICES. 

IS3.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  federal 
service.  Technical  and  scientific  examinations  are  announced  from  time  to  time  as 
the  needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of  the 
positions  to  be  filled.  For  all  of  these  positions  eligibles  are  certified  to  vacancies 
in  the  departments  at  Washington  or  in  the  local  offices  in  the  vicinity  of  their 
places  of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commission 
may  be  required  for  the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C. ,  or  the  district  secretary. 

RURAL  FREE  DELIVERY  CARRIER. 

134.  Copies  of  the  regulations  and  other  information  concerning  examinations  for 
this  position  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
postmasters  at  offices  from  which  rural  routes  start,  or  from  the  Civil  Service 
Commission  at  Washington,  D.  C. 

135.  The  minimnm  and  maximam  ^e  limits  for  this  examination  are  17  and  55 
years,  respectively,  the  maximum  limit  heiag  wuved  in  the  caaee  oi  honorably 
discharged  United  States  soldiers  and  sailors. 
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DESCRIPTION  OF  EXAMINATIONS. 


FliBt  grade,  or  clerical. 
(Time  allowed,  6  hours.) 

(Tlnieallowed,41  houre,)'^"  ' 

Third  grade,  or  aubolerioal. 
(Time  allowed,  8  houra.) 

SnbjecU. 

It 

Sabjecta. 
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Subjects. 

Si 

It 
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■X. 
lOO 

^opyinii  and  lioneotine 

5,  Copying   from    plain 

6.  Copying    from    plain 

7,  I?«5iii'idcJrcBei!«.... 

l-otal 



The  subject  ol  reading  at 
manshlp,  'JO;  copying  Iiom 


1  be  omitted  In  examlTiatloas  to 

>I  100  vill  be:  Spelling,  IS;  aritnmeii 

ly,  16;  United  Stales  geography,  10. 


n  the  first-grade  examination  competitorB  who  fail  io  obtain  a  rating  of  at  least  70 
arithmetic  or  65  in  report  writing  will  not  be  el^ble  for  appointment,  and  the 
iiaining  subjects  of  their  examinations  will  not  be  rated. 

SPECIMEN  QUESTIONS. 

FIRST-ORADB  EXAMINATION, 

..  Spblliho:  Twenty  worda  of  more  than  average  difficulty.  2.  Ahithhbtic: 
adaraental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
simple  accounts.  3.  Fenmansrif;  Bated  on  legibility,  rapidity,  neatness,  and 
eral  appearance.  4.  Rbpout  iVRrrmo:  Teat  in  writing  in  letter  form  a  report, 
n  160  to  300  words  in  length,  summarizing  and  arranging  in  lexical  order  a  series 
acts  included  in  a  given  statement  of  40O  to  500  words.  5.  Copying  and  coe- 
TiNO  uanubcript:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manu- 
pt  which  includes  erasures,  misspelled  words,  errors  in  syntax,  etc    6.  Gboo- 

■HY  AND  CIVIL  GOVBRNKBNT  Of  THE  UNITED  STATES. 

'he  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
racter  of  these  subjects: 

Tit  Subject— SpelUDg.— Spelling  Is  dictated  by  (he  examiner.  The  words  are  written  by  the 
petitor  In  the  Man)!  spaces  Indicated  on  the  flnt  sheet  of  the  examlnallon.  All  words  should  bn 
menced  with  capital  letters.  The  examiner  pronounces  each  ward  and  gives  lis  defiottlort.  The 
peiltor  is  required  to  write  onlj  the  word  and  not  Its  definition. 

■Under:  A  long  round  body.    Promitsiry:  Containing  a  promise;  &t.  a  promissory  note.  Emenliat: 
ssary  or  Indispensable.    Discernible:  Apparent orvlsible.    (>pponuni(ii.-  A  fltorcoDvenlenlti 
iVuJ,- False  or  triclty.    iJtfermce.Kcapeotor  regard,    rruertton:  Theactotplaoiipgln^  es.thelQ 

Jiilt«d  States.  AiHacent:  Lying  near  or  bordering  on.  Soaveair:  A  token  o[  remembrai 
tding:  Yielding  or  giying  up;  as,  conceding  a  point.  Lineage:  Line  of  descent  or  ancestry; 
lyal  lineage.  Dtlelertmit:  HariDfulorinjurious;  as. deleterious tobealth.  Boriamlal:  Onaie 
irnony:  An  estate  inherited  Irom  one'a  father.  OtriiflcaU;  A  written  testimony:  as,  a  marriage 
dcate,  Eeaerroir:  A  place  of  storage;  as,  a  water  reEervoir.  Privilege:  A  rlglit;  as,  the  privilege 
itlng. 

cond  Subject— ArttbmeUc— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
ill  the  figures  necessary  In  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
lem  should  be  indicated  by  writing  "  Ans."  atMr  it. 

This  question  comprises  a  lest  in  adding  numtwrs  cnisswlse  and  lengtbwlse.  There  are  usually 
1  columns  ol  about  twelve  numbers  each  to  be  added.  2,  J>lvidot7A  by  7j,  multiply  the  quotient 
).  and  1o  the  product  add  0.09DT  of  214.6.  3.  A  fatherinvestedasiifficlenlsumof  money  in  Uassa- 
etts  fives  at  art,  brokerage  |  percent,  to  give  bleson  an  annual  Income  of  (1,200.  What  was  the 
invested?    4.  The  appropriation  (or  the  Civil  Service  Commission  for  the  fiscal  year  ended 

30, 1S9T,  WR8S9e,U0.  During  that  year  60.000  persona  were  examined.  If  S4  per  cent  of  this 
ber  failed  to  pass,  and  171  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
la  the  Oovemment  of  each  appointment?  S.  On  April  1, 1004,  Amoe  Want  owed  Qravea  &  Coon 
3  on  acconnt,  April  4  he  sold  them  08  tiarrels  polaloes  at  12.76  per  barrel.  April  0  he  gave 
1  a  draft  upon  San  Francisco  fortl,B60.  which  they  accepted  at  1  percent  dlscounL  April  9  they 
Ward  KM  bushclscom  at  Ml  centsper  bushel.  April  18  they  bought  of  him  2,960  leet  lumber  at 
per  hundred  feet.  April  18  they  sold  him  S4(  dozen  cliairs  at  90  cents  each.  April  21  Ward' 
ht  of  tbem  1 ,260  eggi  at  14  centa  per  dozen.    April  28  he  gave  tbema  note  lortl,S20,  duelndxty 
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dara.  April  29  he  bought  oi  them  2,980  poanda  bay  at  tlS  >  Ion.  Mal[«  bd  Itemiced  alalement  of  (he 
above  account  u  It  etaould  appear  taken  Irom  the  books  ol  Ward;  make  a  proper  Heading:  clOGe  tbe 
account:  and  bring  down  the  balance  ax  it  should  have  appeared  May  1, 1904, 

Tblid  SubjMt— FenmaDsblp.— The  rating  on  penmanablp  will  be  determined  bj  legibllllr, 
rapidity,  neatness,  and  general  appearance,  and  by  correcinesa  and  unKoimlly  In  the  lormaUon  ot 
nords,  letters,  and  punctuation  marka  In  the  exercise  ol  (be  founh  subject— report  writing.  No  par-  , 
tlcular  style  ot  penmanship  Is  preferred, 

Foartb  Subject— Beport  Writing — In  this  eierclae  the  competitor  h  given  a  loose  statement  ol 
facia,  400  to  fiOO  words  in  length,  which  he  Is  to  summariie  and  arrange  into  a  logical  and  complete 
report  in  tbe  form  of  a  letter  ol  Irom  W  to  200  words. 

This  exercise  is  designed  to  test  the  competitor's  knowledge  of  simple  English  composition  and  bla 
general  intelligence.  In  rating  tiie  report,  ils  errors  of  (arm  and  address,  epelKag,  capital izatlon, 
punctuation,  synlai,  and  style,  and  the  arrangement,  conciseness,  and  completeness  of  the  report 
are  considered. 

FIttb  Subject — Copybic  aiu]  Comctlnc  Maniueilpt.— Spelling,  useot  capitals,  and  all  omissions 
Hud  mistakes  will  be  taken  Into  consideration  In  rating  Ibis  subject. 

ZHredUmt  to  Ok  compdUor.— Write  a  eorrtdtd  copy  of  the  manuscript  accompanying.  Correct  all 
errors  In  syntax,  spelling,  punctuation,  and  capitalization;  write  in  lull  abbreviated  words,  etc,  as 
indicated.  Do  not  paraphrase  the  language  of  the  copy,  or  Insert,  omit,  or  modify  words,  phrases, 
or  punctuation  marks,  eitcept  as  may  be  necessary  to  correct  errors. 
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Mh  SableM— Geocisph]' uld  CIvU  Gontrnment  of  (helTnlted  StotM.— Que«tk>Dsl,2,aDd3 

ilBiubjectmongeographyoF  the  United  States  aad  are  aimllBr  to  quuslions  1,3,  and  4  of  second- 
le  geocnpby  as  ehonn  under  that  subject.  Qaestlona  4  and  S  ue  on  ctvll  govemmeat  of  the 
edBtatei,   The  tollovliigqucellong  hare  been  uaed: 

(a)  Hnw  are  Juetlcee  o[  the  Supreme  Coart  appointed?  (b)  How  man:'  ameadmeats  bare  been 
<d  to  the  CoiuCituttoD  oF  the  United  States?  S.  (o)  Name  two  ways  Id  wbich  a  bill  ma7  becomes 
■Itbont  (he  Pnaldent's  signature,  {b]  Name  the  following  oBSclala;  Epeaker  oi  the  National 
KolRepreBenlatlves,  Chiel  Justice  oF  the  United  Gtatea,  and  Secretari' ol  State. 

SBCOTm-ORASEI  BXAMINATION. 

,  SpBLLiita:  Twenty  words  of  average  diOScnltj'  in  comtaon  use.  2.  Arith- 
ic:  Embraceeadditioa, subtraction,  multiplication,  anddivisionofwbolenumbeiB, 
common  and  decimal  fractions.  8.  I,kttsb  writino  :  Test  in  the  use  of  the 
lish  language  for  business  correspondence.  4.  Penmanship  :  Marked  on  legi- 
y,  rapidity,  neatness,  and  general  appearance.  5.  Copvino  from  plain  copy  : 
izact  copy  of  a  few  pirated  lines  in  competitor's  handwriting.  6.  Gboobaphy  : 
ilions  relating  to  the  boundaries  of  States  and  to  capitals,  largeet  cities,  rivets  and 
r  bodies  of  water,  and  the  location  by  States  of  prominent  cities. 
le  following  quesljona  and  t«sts  which  have  l>een  used  indicate  the  general 
acter  of  these  subjects : 

it  anblMt—SiwIllng.— spelling  Is  dictated  bf  the  eiaminer.  Tbe  won]s  are  written  by  thecom- 
irln  the  blank  epacealndlcatedon  the  first  sheet  ollheeiamlnatlon.  All  wonls  should  be  corn- 
ed with  caidlal  letleis.  The  examiner  pronoimces  each  word  and  gives  its  definition.  Tbe 
etitorlB  teqnlted  to  write  onl7  tbe  word  and  not  Its  deflnitlon. 

imad:  One  who  opposes;  as,  a  political  opponent.  PratdmL  The  ChlelEiecatlTeot  the  United 
i.  Conqaenr:  One  who  conquers.  Wlu/leaame;  Healthful;  as,  wholesome  food.  Achieve:  To 
as,  to  achieve  snccees.  TranguiL-  Qalel  or  peaceful.  Detach:  To  separate  or  remove;  as.  to 
laleaf  fromabook.  £g>en«ft«.- Very  costly.  Hemuc.- Death;  as,  apenon'sdecease.  Ifoticeablt: 
ly  of  notice;  as,  a  noticeable  occasion.  Saipleiovt:  Exciting  suspicion;  as,  a  suspicious  clrcom- 
!.  Tgrrace:  A  raised  bank  ol  earth.  Bappiag:  Making  a  number  o(  quick  blows.  Lan^age; 
eecbof  apeople;  as,  tbe  English  language.  Schedule:  A  list  or  Inventory;  as.  aschedule  of  prices. 
■  Binding  or  lastenlng  with  a  conl.  Vulgar:  Low  or  mean.  Courie:  A  way  or  track:  as,  a  race 
.  Sabay:  A  stated  allowance  paid  for  servfces.  Chia^o:  A  clt;  in  tbe  United  States. 
md  SDbJect-Arlthmetlc.— In  solving  problems  the  processes  should  be  not  merely  indicated. 
1  the  figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
m  should  be  indicated  by  writing  "Adb."  after  it, 

dd  tbe  following,  and  from  tbe  sum  subtract  S2,8S5,69a  (here  will  t>e  given  a  sbort  coltuun  of 
).  3.  Multiply  TJV  by  36.8,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  carrier 
lort  43  letleis  or  37  papers  In  a  minute.  At  this  rate,  how  many  hours  will  it  lake  him  to  assort 
tiers  and  185  pounds  of  papeis.  averaging  7  papers  to  the  pound?  4.  A.  lot  which  was  63  feet 
nd  150  feet  long  sold  for  t8.M7.60.  which  was  one-lonrth  more  thanlteost.  What  was  the  cost 
tare  loot?  S.  In  a  certain  mail  there  are  2M  pounds  14  ounces  ol  newspapers  weighing  at  the 
3  papers  to  every  7  ounces.  Bow  many  papers  are  there  in  the  mail?  IG  ounces—l  pound. 
d  8ubJcct--Lettei  WiMInc,— Tbe  competitor  Is  permitted  to  write  on  either  one  of  two  sub- 
ven.    The  following  subject  has  been  used : 

!  a  letter  of  not  less  than  126  words,  giving  your  views  as  to  Che  advantages  derived  fivm  free 
libraries  In  the  principal  cltlesol  your  Bute.  This  eierelse  Isdeaigned  chiefly  to  test  the  com- 
s  akin  in  simple  English  compOBltion.  In  rating  the  letter,  its  errors  In  form  and  address.  In 
;,  capitalization,  puuctuation,  syntax,  and  style,  and  lis  adherence  to  the  subject,  will  be  con- 

tb  Sublect—PenmanHblp.— The  rating  on  penmanship  will  be  determined  by  legibility. 
r,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  Formation  of 
letters,  and  punctuation  marks  in  the  eieicise  of  the  subject  ol  copying  from  plain  copy.  No 
lar  stylo  of  penmanship  is  perFerred. 
Subject — Copying  tram  Plain  Copy.— 
y  aa  Id  copy.    All  omissions  and  mistakes  will  bi 

an  exact  written  copy  of  the  loUowing: 

ximmendatlon  ol  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  oF  his  pollti- 
llKious  opinions  or  affiliations  shall  be  received,  died,  or  considered  by  the  Commission,  by 
rd  ol  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
'  in  Imposing  punishment  tor  delinquency  or  misconduct,  penalties  like  in  character  iball  be 
>tb  DlBt.] 
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Impoaed  tor  like  ottenwe,  and  aellDii  tbereapon  shall  be  taken  InespectlTe  of  the  political  or  i«liglO(u 
□pinlona  or  affllUtions  of  the  oOenden.  A  person  boldlDS  &  position  on  the  dale  sold  poaltloii  Is 
closslfled  under  the  clTll-Beirlce  act  shall  be  entitled  to  all  the  rights  and  beneSta  posaeesed  by  per- 
AjnB  of  the  same  cla^  or  grade  appointed  upon  eiamfnallon  under  the  proTislonB  of  Bald  act. 

Slilh  Subject— Oeographr.—N.  B.— Competllors  are  cautioned  not  to  exceed  the  requirements  of 
the  questions  in  thdr  answers,  as  no  credit  will  be  given  lor  additional  Information. 

1.  Name  States  as  followe:  Two  that  border  on  the  Columbia  RlTer;  two  that  border  on  both  Che 
MlBBOurl  and  Mississippi  rivers;  two  that  border  on  both  Virginia  and  the  Ohio  River;  two  (bat  border 
□D  New  Jersey:  tno  that  border  ou  the  Bavanuah  River.  2.  Name:  One  Great  Lake  and  the  largest 
two  rivers  whtcb  border  on  lUiDoii;  three  rivers  which  border  on  Nen  York  (Stale);  tba  Slate  In 
which  Puget  Sound  is  located;  the  body  of  waterlnto  which  the  Penobscot  River  Qons;  the  bay  into 
which  the  Susquehanna  River  flows;  the  State  which  thePlatleRlverflowsentirely  across,  3.  Name 
the  largest  city  In  each  of  the  foliovring-named  States,  and  name  the  river  or  body  of  water  on  which 
each  city  required  is  situated;  Connecticut.  HIsslasippi,  Nebraska.  Minnesota,  Ohio.  4.  In  vbat  State 
la  each  of  the  loilowiiig-named  prominent  cities  located:  Racine.  Bangor.  Allegheny,  Charlotte. 
Cairo,  Los  Angeles,  Sbreveport,  Fargo.  EvansvUle.  Ogdensburg. 

Serenitb  Sab] act— Beading  Addresses  (Postal].— Tb Is  exercise  consists  of  the  reading  of  a  num- 
ber of  written  addresses,  which  are  photo] Ithographed  on  one  sheet,  A  second  sheet  is  furnished, 
which  contains  the  same  addresses,  these  addresses  being  printed  audeontainiug  errors  of  omission, 
substitution,  or  Insertion.  The  competitor  Is  required  to  Indicate  the  errors  in  each  printed  address 
by  underscoring  with  a  pencil,  thus,  ,  any  portion  of  a  printed  address  which  is  not  a  correct 

copy  of  the  written  address,  and  by  a  caret,  thus.  A.  any  omitted  words,  figures,  or  initials.  Words 
abbreviated  Iq  the  written  address,  but  printed  In  full  in  the  printed  addreas,are  regarded  as  correct, 
if  the  correct  words  are  printed.  Differences  in  panctiration  or  capitalization  are  not  regarded  as 
errors.    The  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 

The  following  are  Illustrations  ol  the  method  which  should  be  pursued  in  Indicating  errors: 

WRITTEN  ADDRESS-CORRECT. 


q/^ 


•^^«<t«t««-- 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 


ADDRESS-CORRECT. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Major  A  A.  T.  Cliandler, 

Fort  Thompaou,  Alden  County.  Alabama. 
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T'HIRD-ORADi:  BXAMINATIOK. 

..  SpBLLiNo:  TweDty  Bim pie  words  in  ordinary  uae.  2>  Abithubtic:  Embracee 
[itioD,  subtraction,  multiplication,  and  divieion  of  whole  nnmbere  and  of  United 
tee  money.  3.  LEiTBit  WKtriNGr  Test  in  the  use  of  the  English  lango^e  for 
inesa  correspondence.  4.  Pbhuanshcp:  Marked  od  legibility,  rapidity,  neatneaB, 
I  general  appearance.  5.  CoPifiNa  from  plain  copy:  An  exact  copy  of  a  few 
ited  lines,  in  competilor's  handwriting.    6.  Expbbibncc 

'he  following  queetjons  and  teets  which  have  been  used  indicate  the  general  cbar- 
!r  of  these  subjects; 

rat  Sobjcet— SpelUns.— SpelUne  ii  dictated  bj  tbo  eiamlaer.    Tbe  wards  ore  written  by  Che 

pedtor  In  tbe  blank  apBces  Indicated  onthe  first  aheetof  Uie  eTamlnstlon.    All  words  should  be 

menctd  with  capital  letters.    Tbeezamlnei  pronounees  each  word  and  gives  Its  definition.    The 

petltor  Is  required  Co  write  only  the  word  and  not  its  dEflnitlon. 

gar:  A  sweet  substance  made  (rom  the  (nice  ot  the  sugar  cane.    Pledge:  SometblnB  given  ss 

rity.    Oaihier:  One  who  haa  charge  almobeyln  a  bank.    Figure:  A  mark  representing  a  uumbeT. 

ying:  CanTeyiiis  or  tianspoiting  In  any  way.   Breadth:  Tbe  measure  from  aide  to  side.    Sheet:  The 

untofpapermadelnonebodyorplece;  as,  a  sheet  of  paper.   EaiSy:  In  an  easy  manner.    Ftonlier: 

border  or  limits  o(  a  country.   Patimee:  Tbe  state  or  quality  of  Iwlag  patleoL    Qaea:  The  act  of 

sing:  as, to guesa at one'a weight.    Threat:  TheactoIlhrealeniDg;  as.tomakeatlireat.   Diamond: 

adousgem.    Vltit:  Togo  10  see;  as,  tovlsitaldend.    Sejtair;  To  meod  or  make  over;  aa.  to  repair 

les.    People:  The  body  of  persona  composing  a  Datlon;  aa.  tbe  American  people.    R^uire:  To  be 

Kdo(;  as,  to  require  money.    Qreate:  Soft  animal  lat.    Antuier:  To  reply  to;  as.  to  answer  a  letter. 

:.■  To  live;  as,  to  eilsl  in  poverty. 

cond  Subject— -Arithmetic— In  salving  problems  the  processes  should  be  not  merely  Indicated, 

ill  tbe  figures  necessary  in  solving  each  problem  should  be  given  In  full.    Tbe  answer  to  each 

lem  should  be  Indicated  by  writing  "Ans."  after  It. 

(This  question  will  consist  ol  a  short  column  of  flgureslo  be  added.)    2.  DivldeZ,4aS,&BS  by 4,731, 

ulllply  S.M3  by  60S.  and  Iban  subtract  9S.'46.  4.  A  merchant,  who  spent  t22S,  bODght  6&  pounds 

iCteratSOcenta  pec  pound,  St  barrela  of  applea.  aCt2.1S  per  barrel,  and  spent  tbe  remainder  for 

e.    How  much  did  be  spend  forcoflee?    A.  During  the  month  of  August  160,000  bushels  of  wheat 

shipped  Irom  a  certain  port.    During  September  81.900  mare  bushels  were  shipped  than  during 

1st,    What  was  the  total  number  of  bushels  sblpped  in  the  two  months? 

led  Sabjeet— Letter  Writing.— Tbe  «impetllor  is  permitted  lo  write  on  either  one  ol  two  sul»- 

glven.    The  following  subject  has  been  nsed : 

Ite  a  letter  containing  not  lees  than  100  words  stating  some  ol  tha  advantages  now  derived  by 

ilnd  from  the  art  of  printing.    This  exercise  la  dealgned  chiefly  lo  CesC  (he  competitor' a  skill  In 

e  English  composition.    In  rating  the  letter  its  errors  In  form  and  address,  in  spelling,  capiCal- 

<n,  punctuation,  ayntai,  and  style,  and  its  adherence  to  the  subject  will  be  considered. 

4Tth  Subject— Penmananip^The  rating  on  penmanship  will  be  determined  by  teglblllty, 

Ity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  formation  of 

j,  letters,  and  punctuation  marks  In  the  exercise  ol  tbe  tifth  subject— copying  from  plain  copy. 

.rtlcularstyicolpenmaaBblp  is  preferred, 

:li  SublMt— Copying  Irom  Plain  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 

lely  as  in  the  copy.    All  omlaalona  and  mistakes  will  be  taken  ialtt  consideration  in  rating  this 

«  an  enact  written  copy  (iflhefoilowing: 

present  postal  policy  Is  lo  cany  newspapers  In  some  cases  free,  and  In  all  other  cases  at  much 
rates  of  postage  than  fa  charged  for  letters;  tbe  one  being  for  the  put>llc  weal,  while  the  other 
private  benefll.  If  tbe  telegraph  becranes  a  part  of  the  service.  It  will  still  be  the  duty  of  the 
tment  to  transmit  telegrams  for  the  press  at  mncb  lower  rates  than  for  private  individuals. 


soon  as  practicable  after  an  examination,  the  papers  of  the  competitors  are 
and  the  aven^  percent^e  of  each  ascertained,  and  competitors  notified 
her  tbey  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating: 

From  100 
deduct— 
each  error  In  spelling  when  the  exercise  consists  of  20  words b 

each  error  In  capitalization  ............................. ,....,,........-...-,.--..  1 

each  failure  to  uae  or  for  each  wrong  use  ol  tbe  hyphen  and  for  each  Improper 

vision  of  a  word  Into  a  compound  word  when  required  lobe  written  solid 2 

5th  DiBt.l 
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1.  Tor  each  wtodk  process,  pcodncliiK  Incorrect  result,  in  proponioD  to  the  number  o[  Heps 
inTOlyed  and  gnvltr  of  error li 

S.  For  decimal  error  and  (or  each  evasion  ola  decimal  or  commoL  fracllon  test 

8.  ForeaChecrorinmmpuUtloQorln  copying  from  the  printed  queslloD  or  from  work 

i.  For  minor  Brrore.  snch  as  wrong  Indication  o(  a  correct  process.  Incorrect  or  inconsistent 
ptmctuaUon,  Impioper  use  ol  ifmboli  of  destgDatloD,  Improper  or  Incorrect  designation 
of  a  partial  or  final  result,  etc i 

S.  For  failure  to  ihoi*  work  as  required  in  aolDtlon  of  problems 21 


rating  the  letter.  Its  emm  In  form  and  address,  In  apelllng,  caplti 


and  style,  aikd  Id  adherence  to  and  treatment  of  the  subject  given  are  considered,  and  Its  value.  In 
the  Judgment  o(  the  eiaminerH,  determined  on  a  scale  ol  lOO. 

In  determining  the  rating  lor  letter  writing  It  la  proper  for  the  examiner  to  be  gnlded  in  a  general 
way  br  the  following  scheme:  Biceltent.  96  to  90:  lood, 90  to  80;  lalr,eaioTO;  ordinary,  TO  to  60:  poor, 
eo  to  60;  very  poor,  M  to  a5;  practically  worthle»,  26  to  0. 

BDLU  rOWi  RITIHG  BIPOBT  WBITIHO. 

Id  genera],  inadditionloeouclseneaandcompleteuenof  ihesummary,  the  stune  elements  will  be 
eonstdeNd  In  rating  tbla  subject  as  are  considered  In  rating  letter  writing,  and  the  ratings  will  be 
determined  upon  praoUcally  the  sune  basis. 

Penmanship  Is  lated  according  to  Its  value  on  a  scale  of  100.    In  determining  the  rating,  legibility, 

words,  letters,  and  punctuation  marks,  are  conddered.  and  it  is  proper  lor  examiners  to  be  guided  in 
a  general  way  by  the  following  scheme;  Excellent,  90  to  86;  very  good,  86  to  SO;  good.  80  to  76:  ordi- 
nary, Tito  TO;  poor,  VO  to  45;  very  poor.  OB  to  60;  below  the  grade  of  "  very  poor,"  SO  to  10. 


mlOO 


1.  Foreach  word  or  figure  omitted,  repeated,  mbstltuted.  or  Improperly  inserted 

3.  For  each  error  in  spelling,  (or  esjjh  transposition,  (or  each  abbreviation  not  In  the  copy,  for 
each  failure  to  capitalize  according  to  copy,  for  each  failure  to  punetnate  according  to  copy, 
for  each  lallureloindent  margin  as  In  copy.foreacberror  In  paragraphing,  andforlnegu- 
larltyln  left-hand  margin 

0.  For  each  mlsdlvlslon  of  a  woTd  at  fbe  end  of  a  line,  for  e&ch  omission  or  improper  use  of 

the  hyphen  in  dividing  a  word  at  the  end  of  a  Hue.  for  each  word  altered,  interlined,  or 
canceled,  (or  each  blot  or  minor  erasure.  If  not  neat 

1.  For  any  other  deviation  from  copy  not  covered  by  the  loregolng,  charges  are  made  In  the 

discretion  ol  the  eiaminen. 


1.  For  each  error  in  spelling  (only  one  charge  to  l>e  made  lor  the  repeated  misspelling  ol  the 

qaentlal  errors):  for  each  word  omitted,  inserted,  or  substituted  which  avoids  a  lest  or 
causes  an  egeentlal  change  In  meaning:  for  failure  to  write  any  transposition,  insertion, 
or  inclosnre  as  Indicated;  for  restoring  a  word  or  words  canceled  In  the  copy  (only  S  lo 
be  chalked  lor  restoring  any  group  of  words  canceled  together  In  copy);  for  each  im- 
portant word  omitted  from  a  phrase  or  other  group  ol  words S 

2.  For  making  any  tmnsposltlon  of  a  word  or  groap  of  wonls  not  indicated;  for  each  abbre- 

viation: for  irregularity  in  left-haod  margin  (In  each  of  the  three  cases  Indicated  accord- 
ing to  gravity  of  error) 1  to  3 

5.  For  writing  part  of  the  exercise  and  then  Commencing  again:  for  signing  name B 

4.  For  each  change  In  tense  ot  number  which  does  not  resnlt  In  an  error  of  syntax  or  radical 

change  In  meaning  (only  one  charge  to  be  made  for  a  consistent  sequence  ot  changes):  for 
each  word  omitted.  Inserted,  substituted,  or  repeated  which  does  notavold  a  tester  cause 
an  essential  change  in  meaning;  for  each  error  In  capitaliiation.  punctuation.  Inden- 
tation, par^raphing.orln  division  of  words;  far  each  omission  of  the  hyphen,  or  for  placing 
it  at  the  banning  of  the  line  Instead  of  at  the  end  of  the  pieeeding  line  (total  chaigesin 
either  case  not  to  exceed  5):  for  stenographic  periods  (only  one  charge  In  exercise);  for 
each  blot,  each  word  Interlined  or  canceled,  each  alteration  or  erasure  If  not  neat  (not 
more  than  etobechargedtorany  one  Interlineation,  caneelUllon,  alteration,  or  erasure); 
loTomlttIng  on  unimportant  word  from  phrases  or  other  groups  of  words;  lor  the  amis' 
sloD  or  Insertion  of  a  stroke  In  a  letter 1 

6.  For  paraphrasing  the  language  of  the  text,  according  to  gravity  ol  error 6tolOO 

[SthDlRt.] 


[n  nling  (Ms  tubject  eacb  uiswer  ia  raMd  In  tbe  Judgment  of  the  eiunlDenacooidliig  lottavftloe 

iVhen  the  qveatloD  iequire«  in  the  answer  g,  epeciBed  Dumbetol  Statet,  conntries.  oltlaa,  ttven.  ot 
dies  D(  wBler,  etc.,  and  the  aoawer  contains  a  greater  number  tban  la  required  by  the  qnestlon, 
eta  Incorrecl  part  or  point  iball  be  charged  the  value  of  a  required  part. 


rberatlDgontblaiub]ectla  for  accuracy  anlgi.  A  charge  of  I  li  made  (or  each  error  or  omlsalon  la 
ling  ttae  ertora  on  the  printed  iheet  when  compared  with  the  correct  written  addresses  given.  The 
Icrence  betneen  the  sum  ol  the  errors  thus  lound  and  100  Is  the  rating  on  this  subject. 


according  to  lis  value  on  a 
le  oi  lOD. 

I'ben  the  question  requires  In  the  answer  a  speciBed  number  of  parts  or  points,  and  the  answer 
en  Includes  a  greater  numticT.  each  Incorrect  part  or  point  iball  tie  charged  the  value  ol  a 
ulred  part. 

ij  order  of  the  Commisdon: 
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HOW  TO  PROCEED  TO  8ECUBB  AN  EXAHTNATIOIT. 

6.  Vacancies  in  all  poeitione  covered  by  this  publication  are  filled  bj  open  com- 
petiUve  examination,  unless  fllled  by  reinstatement,  transfer,  or  promotion.  Fer- 
■ona  who  wish  to  take  any  of  the  examinations  described  should  follow  the  direc- 
tions continued  in  this  pamphlet.  In  writing  for  application  forms  or  for  informa- 
tion the  name  of  the  examination  desired  should  always  be  stated.  The  application 
form  when  received  should  be  carefully  filled  out  in  accordance  with  the  instnic- 
tiona  printed  thereon  and  mailed  without  delay  to  the  Secretary,  First  Civil  Service 
District,  Post-OfficC;  Boston,  Mass.  If  the  application  is  received  by  the  district 
secretary  within  the  period  prescribed  for  the  receipt  of  applicationa,  and  the  appli- 
cant is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him 
admitting  him  to  the  esamination.  If  an  average  percentile  of  70  or  more  ie 
attainedin  the  examination  (65  or  more  in  the  cases  of  persons  honorably  discharged 
from  the  United  States  military  or  naval  service  /or  dimbilitij  incurred  in  the  line  of 
duty)  the  applicant  becomes  an  "eligible"  (that  is,  eligible  for  appointment  when 
reached  In  the  order  of  his  standing)  and  bis  name  ie  placed  on  a  "register  of  eligi- 
bles."    (See  sec.  120.) 

T.  The  time  of  filing  application  sometimes  determines  the  relative  portion  of  an 
eligible  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  wboee 
application  is  filed  in  complete  form  first  Is  placed  on  the  raster  ahead  of  the  other. 

8.  A  large  number  of  communications  are  received  in  which  the  writers  fail  to  give 
their  full  poet-offlce  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appli- 
cants should  see  that  their  names  are  plainly  and  correctly  written  and  their  post- 
ofHce  addressee  (city,  street,  and  number)  ^ven  in  full.  A  number  of  applicationa 
fail  to  reach  the  district  secretary  on  account  of  noPhaving  sufficient  postage  attached. 
It  is  not  necessary  to  inclose  postage  stamps  in  order  to  secure  a  reply  from  the  dis- 
trii't  secretary. 

PKRSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  following  shall  be  sufficient  cause  for  excluding  a  person  from  exam- 
ination: 

(a)  That  he  is  not  a  citizen  of  or  doee  not  owe  all^Hsce  to  the  United  States. 
(See  sec.  13. ) 

(6)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
maximum  age  limitation.     (See  sec.  20.) 

(c)  That  he  has  any  of  the  following  defects;  Insanity,  tuberculosis,  paralysis, 
epilepsy,  blindness,  loss  of  both  arm  or  both  legs,  loss  of  arm  and  leg,  badly  crippled 
or  deformed  hands,  arms,  feet,  or  legs,  organic  heart  disease,  locomotor  ataxia,  cancer, 
Bright'e  disease,  diabetes,  or  is  otherwise  physically  disqusHfled  for  the  service 
which  ho  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicatii^  beverages  to  excess. 
(r)  1|hal  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 

permission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.    (Written  permission  must  be  filed  with  the  formal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
which  he  i^^n  desires  to  apply.  This  restriction  shall  not  apply  to  persons  who, 
having  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
although  a  full  year  may  not  have  elapsed. 

(ff)  That  he  has  been  dismiiaed  from  the  federal  s»vice  for  delinquency  or  miscon- 
duct within  one  ycarpreceding  thedateof  hisi^>plication.  Wbetherornotanappli- 
cation  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed  from 
the  service  rests  with  the  Commicuon,  and  each  case  of  this  character  wiH  be  con- 
sidered on  lis  Individual  merits. 
[UtDlst.] 
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t  he  bBB  failed  After  probation  to  receive  absolnto  appointment  to  the 

Vwhich  he  again  applies  within  one  year  from  the  date  of  the  espinttion 

bation&r;  service.    (8ee  sec.  130.) 

:  he  lias  made  a  false  statement  in  his  application,  or  has  been  guilty  of 

leceit  in  any  manner  connected  with  his  application  or  examination,  or  has 

;y  of  crime  or  infamous  or  notoriously  disgraceful  conduct. 

t  he  has  been  diachat>(ed  for  desertion  from  the  military  or  naval  aervice 

Ited  States  under  section  1998,  Revised  Statutes. 

DEAF-MUTES. 


lies  may  be  admitted  to  eiunlnatlom  for  nil  pUoee  In  the  rlMallled  civil  service  o!  the 
lea  whose  datiea.  In  the  opinion  of  the  hesdaol  the  Beyersl  eiecullvB  department",  they 
n^deted  oapttble  of  perfonulne,  and  each  depaitmeat  will  turalBb  to  the  Civil  Service 
n  a  list  ol  such  poalllonB,  which  list  shall  not  be  changed  without  prevlotu  notice  lo  the 
ti  and  In  acoordance  with  which  the  Commlsiloii  shall  certify  or  withhold  from  ceitlflca- 
antcs  as  they  are  reached  in  tbnlr  order. 

1786,  contiuningalist  ofesaminations  to  which  deaf-mutes  will  be  admitted, 
ent  npon  reqnest 

OTHER  GENERAL  INFORMATION, 
uiy  applicants  fail  toeiecatetheirapplications  property  or  fail  intheexami- 
lot  throQgh  a  lack  of  knowledge,  bnt  largely  through  haste  and  carelessneee 
ig  and  interpreting  qnestioDS  and  in  writing  the  answers.  In  filling  out  the 
ion  great  care  should  be  exercised  and  every  requirement  fully  complied 
n  the  examinations,  while  competitors  must  complete  their  work  within  a 
ed  time,  the  time  allowed  is  ample  for  the  careful  consideration  of  every 

idar  leotlon  28  of  the  Criminal  Ooda  of  tlia  Utiltod  Statat  anr  falie  itatemsnt  In 
cadan,  alteratton  of  a  vouobar  oi  eartifloate,  or  tha  preaentatlon  to  the  OommiHion 
Dch  paper  ii  a  vioUtiDn  of  the  law.  A  nnmber  of  oonvlotloni  of  parwni  gnllty 
a  itatnte  mentioned  have  been  iooared, 

11  applicants  must  make  oath  in  their  applications  to  their  United  States 
lip  or  allegiance.  In  the  case  of  a  foreign-bom  citizen  citizenship  must  be 
:>ved  in  one  of  the  following  ways 

naturalized  directly,  the  applicant's  final  certificate  of  naturalization  must 
litted.  If  the  certificate  is  issned  in  a  name  which  differs  in  any  particular 
e  applicant's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
le  applicant's  identity  with  the  peison  to  whom  the  naturaliKation  certificate 
.ed  by  submitting  the  affidavits  of  two  disinterested  citizens  to  the  efiect  that 
licant  is  the  identical  person  to  whom  the  certificate  was  ieeued. 

naturalized  by  the  natoratizatlon  of  a  parent  during  applicant's  minority, 
turalization  certificate  of  such  parent  must  be  submitted,  together  with  affi- 
C  twodimnterested  citizens  that  the  applicant  is  the  reputed  child  of  the  per- 
latoralized. 

'  naturalized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
uralized  ritizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
:companied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
ed. 

t  nataralized  by  marriage  to  a  native  American  dtizen,  the  marriage  certificate 
I  submitted,  accompanied  by  the  affidavits  of  two  diantereeled  citizens  that 
'band  (the  name  to  correspond  to  that  shown  in  marriage  certiQcate)  is  a 
itizen.  Such  affidavits  should,  if  possible,  show  place  and  date  of  the  hue- 
birth. 
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HOW  TO  PROCEED  TO  SECUEE  AN  EXAMINATION. 

6.  Vacancies  in  all  poeitions  covered  by  thie  publication  are  filled  by  open  com- 
letitive  examination,  nnless  filled  by  reinstatement,  transfer,  or  promotion.  Per- 
ons  who  wish  to  take  any  of  the  examinations  described  should  follow  the  direc- 
iooB  cont^ned  in  this  pamphlet  In  writing  for  application  forms  or  for  informs^ 
ion  the  name  of  the  examination  dedred  should  alvaya  be  stated.  The  application 
Drm  when  received  should  be  carefully  filled  out  in  accordance  with  the  instruc- 
ions  printed  thereon  and  mailed  without  delay  to  the  Secretary,  First  Civil  Service 
Matrict,  Post-Office;  Boston,  Mass.  If  the  application  is  received  by  the  district 
ecretary  within  the  period  prescribed  /or  the  receipt  of  applications,  and  the  appli- 
ant  is  found  to  be  entitled  to  the  examination  requested,  a  card  will  be  sent  to  him 
dmitting  him  to  the  examination.  If  an  average  percentage  of  70  or  more  is 
ttoined  in  the  examination  (65  or  more  in  the  cases  ot  persons  honorably  discharged 
rom  the  United  Statca  military  or  naval  service  for  ditahUity  inairred  in  (Ae  line  oj 
',\dy)  the  applicant  becomes  an  "eligible"  (that  is,  eligible  for  appointment  when 
eached  in  the  order  of  his  standing)  and  his  name  is  placed  on  a  "roister  of  eligi- 
ilea."     (See  sec.  120.) 

T.  The  time  of  filing  application  sometimes  determines  the  relative  position  of  an 
liable  on  the  register,  as  when  two  eligibles  have  the  same  average  the  one  whose 
pplication  is  Sled  in  complete  form  first  is  placed  on  the  register  ahead  of  the  other. 

8.  A  large  nnmber  of  communications  are  received  in  which  the  writers  fail  to  give 
heir  full  post-office  addresses,  and  in  many  cases  the  letters  are  not  signed.  Appti- 
antfi  should  see  that  their  names  are  plainly  and  correctly  written  and  th«r  post- 
iffice  addresses  (city,  street,  and  nnmber)  given  in  full.  A  number  of  applications 
ail  to  reach  the  districtsecretary  on  account  of  notrbaving  sufficient  postage  attached. 
t  is  not  necessary  to  inclose  post^e  stamps  in  order  to  secure  a  reply  from  the  dis- 
rict  secretary. 

PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 

9.  Any  of  the  foUowtog  shall  be  sufficient  cause  tor  excluding  a  person  from  exam- 
nation: 

(a)  That  he  is  not  a  citizen  of  or  does  not  owe  alliance  to  the  United  States. 

See  sec.  13.) 
(6)  That  he  is,  on  the  date  of  the  examination,  under  the  minimum  or  over  the 
naximnm  age  limitation.     (See  sec.  20.) 

(c)  That  he  has  any  of  the  following  defects:  Insanity,  tuberculosis,  paralysis, 
ipilepsy,  blindness,  loss  of  both  arm  or  both  legs,  loss  of  arm  and  leg,  badly  crippled 
ir  deformed  hands,  arms,  feet,  or  legs,  oi^nic  heart  disease,  locomotor  ataxia,  cancer, 
Wright's  disease,  diabetes,  or  ia  otherwise  physically  disquaHlied  for  the  service 
Thich  he  seeks. 

(d)  That  he  is  addicted  to  the  habitual  use  of  intoxicatii^  beverages  to  excen. 

(e)  'Jhat  he  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not  secured 
lermisaion  tor  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
4avy,  respectively.     (Written  permission  must  be  filed  with  the  formal  application.) 

(/)  That  he  has,  within  approximately  one  year,  passed  the  same  examination  for 
fhich  he  again  desires  to  apply.  This  reatriction  shall  not  apply  to  persons  who, 
laving  taken  one  annual  examination,  desire  to  take  the  next  annual  examination, 
ilthough  a  full  year  may  not  have  elapsed. 

{g)  That  hebas  been  dismissed  from  the  federal  service  for  delinquency  or  miscon- 
luct  within  one  year  preceding  the  date  of  hia  application.  Whether  or  not  anappli- 
ation  will  be  accepted  after  the  expiration  of  a  year  from  a  person  dismissed  from 
,be  service  rests  with  the  Commission,  and  each  case  of  this  character  wiH  be  con- 
ndered  on  its  iJidividual  merits. 
II»tDi»t.l 
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I]  Tbat  he  hoe  failed  after  probation  to  receive  abeolnte  appointment  to  tbe 

:tion  for  which  he  again  apphee  within  one  year  from  the  date  oE  the  ezpiralioit 

ia  probationary  service.    (Bee  eec.  130.) 

)  That  he  has  made  a  false  statement  in  hia  application,  or  haa  been  goilty  of 

d  or  deceit  in  any  manner  connected  with  his  application  or  examioation,  or  hag 

a  guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct 

)  That  he  has  been  discharged  tor  desertion  from  tbe  military  or  naval  service 

le  United  States  under  section  1998,  Revised  Statutee. 

DEAF-MUTES. 
>.  Tbe  President,  on  April  7,  1909,  issued  tbe  following  executive  order  in  regard 
le  admission  of  deaf-mutes  to  civil-service  examinations : 

at-mules  may  be  admltleii  to  eiamlnationa  (or  alt  places  In  the  claseifled  ilsll  service  of  the 
sd  Slatee  whose  duUes,  in  (he  opinion  of  thehendaof  the  eevenl  executive  departmeDU.  they 
be  considered  capable  ol  peiiormlng,  and  each  department  will  furnish  lo  the  Civil  Service 
^i3>iioD  alist  of  such  poailiona,  which  list  shall  not  be  changed  without  previous  notice  to  tbe 
nlsaion  and  In  accordance  with  which  the  Commission  shall  certify  or  withhold  from  certtflca- 
leaf-mutes  as  they  are  reached  to  tbnir  order. 

>rm  1786,  contiuning  a  list  of  examinations  to  which  deaf-mutes  will  beadmitted, 

be  sent  upon  reqtiest. 

OTHER  GENERAL  INFORMATION. 
.  Monyapplicantafultoexecnte  their  applications  properly  or  fail  in  the  exami- 
}ne  not  through  a  lack  of  knowledge,  but  largely  through  haste  and  carelessness 
^ing  and  interpreting  questions  and  in  writing  the  answers.  In  filling  out  tbe 
ication  great  care  should  he  exercised  taid  every  requirement  fully  complied 
In  the  examinations,  while  competitors  must  complete  their  work  within  a 
izribed  time,  the  time  allowed  is  ample  for  the  careful  consideiation  of  every 
tion  given. 

.  Under  teetiou  28  of  the  CriuluBl  Cods  of  the  United  StatM  any  false  statement  in 
^plication,  alteration  of  a  vanoher  or  certifloate,  or  tbe  preientatioa  to  the  Commiision 
ly  sneli  paper  is  a  violation  of  the  Uw.  A  nnmber  of  oonviotlons  of  pariom  gailty 
r  tlio  itatnte  mentioned  have  been  lecnred. 

,  All  applicants  must  make  oath  in  their  applications  to  their  United  States 
;nsbip  or  all^iance.    In  the  case  of  a  foreign-bom  citizen  citizenship  must  be 

proved  in  one  of  the  following  wayK 

)  If  naturalized  directly,  the  applicant's  final  certificate  oE  naturalization  must 
ibmitted.    If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 

the  applicant's  name  as  it  appears  in  tbe  application,  it  will  be  necessary  lo 
e  tbe  applicant's  identity  with  tbe  person  to  whom  the  naturalization  certificate 
issued  by  submitting  the  affidavits  of  two  disinterested  citizens  to  the  efiect  that 
.ppiicant  is  the  identical  person  to  whom  the  certificate  was  issued. 
I  If  naturalized  by  the  naturalization  of  a  parent  during  applicant's  minority, 
naturalization  certificate  of  sncb  parent  must  be  submitted,  together  with  affi- 
8  of  two  diBint«rested  citizens  tbat  tbe  applicant  is  the  repnted  child  of  the  pei^ 

0  naturalized. 

IE  natnralized  by  the  naturalization  of  the  applicant's  husband,  or  by  marri^e 
naturalized  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
,  accompanied  by  the  final  naturalization  certificate  of  the  husband,  must  be 
lifted. 

1  If  naturalized  by  marri^e  to  a  native  American  citizen,  the  marriage  certificate 
be  submitted,  accompanied  by  the  afBdavits  of  two  disinterested  citizens  that 

lueband  (tbe  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a 
e  citizen,    Such  affidavits  shmld,  if  possible,  show  place  and  data  ol  the  bus- 
's birth, 
list  Dlst.] 
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(e)  If  the  applicant  is  the  child  ot  American  citizens  temporarily  reradent  abroad 
at  tile  Ume  of  applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citi- 
zens to  the  facts  as  claimed.  If  the  parents  are  naturalizel  citizens,  their  citizenship 
must  be  proved  as  in  (6)  above. 

(/)  If  the  applicant  has  been  honorably  discharged  from  the  B^inlar  or  Volunteer 
Army  of  the  United  States,  and  has  resided  at  least  one  year  in  the  United  States,  be 
may  be  admitted  to  citizenship  upon  filing  petition  with  the  proper  court,  as  pro- 
vided by  section  2166,  Revised  Statntes. 

14.  An  application  from  a  foreign-bom  person  claiming  citizenship,  but  tailing  to 
furnish  the  required  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  original 
naturalization  papers  ate  lost,  a  copy  should  bo  procured  from  the  court  that  issued 
them,  or,  if  the  records  of  ttie  court  are  destroyed,  a  new  certificate  should  be  obtained. 

15.  Whenever  a  person  has  filed  with  the  Commission  proof  of  citizenship  in  con- 
nection with  an  application  for  examination,  it  is  not  necessary  to  file  such  proof 
with  a  subsequent  application,  but  he  should  state  in  such  application  the  kind, 
date,  and  place  of  examination  in  connection  with  which  he  has  furnished  proof  of 
citizenship. 

16.  The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications. 
Applications  sent  by  mail  are  not  received  noless  post^e  is  fully  prepaid.  Mailing 
an  application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise, 
are  not  accepted  unless  actually  received  by  the  district  secretary  within  the  time 
limit  prescribed  for  the  examination  desired. 

17.  Persons  who  have  applied  for  an  examination,  or  who  have  passed  an  exami- 
nation, should  keep  the  district  secretary  informed  of  any  change  of  post-office 
address.  Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible. 
A  request  to  have  an  address  changed  should  be  made  in  writing,  should  relate  only 
to  the  change  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if 
educational,  the  place  and  date  of  examination. 

IS.  The  results  of  examinations  are  determined  as  promptly  as  possible,  and  com- 
petitors are  notified  of  their  aver^es  as  soon  as  the  rating  ot  their  papers  is  com- 
pleted. Nothing  can  be  gained  by  writing  to  either  the  district  secretary  or,  the 
Commission  to  expedite  tbe  rating. 

19.  The  civil-service  act  provides  that  whenever  there  are  two  or  more  members 
of  a  family  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member 
of  such  family  shall  be  eligible  for  appointment  to  any  of  the  s^d  grades.  The 
Attorney-General,  on  May  25,  1907,  rendered  an  opinion  that  where  two  or  more 
members  of  a  family  are  in  the  public  service  in  the  grades  covered  by  the  civil- 
service  act  the  Commission  is  authorized  and  required  to  withhold  from  certification 
the  name  of  any  other  member  of  such  family.  If,  on  inspection  of  an  application 
for  examination,  it  is  found  that  two  or  more  members  of  the  applicant's  family  are 
in  the  service,  the  applicant  will  be  admitted  to  examination  if  found  otherwise 
eligible,  but  his  name  will  not  be  certified  for  appointment  so  long  as  two  or  more 
members  of  his  family  are  in  the  service. 

20.  When  age  limitations  are  prescribed  in  connection  with  an  examination  an 
applicant  will  be  admitted  to  an  examination  if  on  the  date  of  tbe  examination  he 
has  reached  or  passed  a  certain  prescribed  age  and  is  under  a  certain  prescribed  age. 
For  example,  when  the  period  of  eligibility  to  examination  is  from  the  age  of  20  to 
the  age  of  40year8  he  will  be  admitted  to  examination  if  on  the  date  thereof  he  has 
reached  his  twentieth  birthday,  and  he  will  not  be  admitted  to  examination  if  on 
the  date  thereof  he  has  reached  his  fortieth  birthday.     (See  sec,  9b.) 

21.  The  Commission  will  close  the  distribution  or  receipt  of  appUcations  for  any 
examination  when,  in  its  judgment,  a  sufficient  number  has  been  distributed  or 
received. 

llHtDlHt.] 
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;,  If  the  needs  of  the  aerrice  make  such  action  desimble,  the  Commisdoa  ma^ 
pone  or  cancel  an  examination.  When  an  examination  is  poBtponed  or  canceled 
ona  who  have  applicatione  on  file  will  be  notified.  In  case  of  postponement 
ce  of  the  date  on  which  the  examination  ia  to  be  held  will  be  sent  as  soon  as  the 

is  determined. 

CIVIIi-SERVICE  SCHOOIiS  AND  INSTITUTES. 

,  The  Commiasion  haa  no  connection  with  any  civil-service  school  or  instittite 
g  businesB  by  correspondence  or  otherwise,  and  haa  no  information  to  fnrnieih  in 
rd  to  such.  Their  representatives  are  not  permitted  to  inspect  the  esaminatiDn 
rs  of  competitors-  Authentic  infoiraation  in  retard  to  ezaminations  nuiy  he 
ined  only  from  the  United  States  Civil  Service  Commifinon  or  the  district  sec- 
y  and  without  cost. 

:r8t,  second,  and  third  grade  examinations. 

.  For  positjons  in  field  branches  of  the  service  which  require  a  mental  test  bnt 
ot  require  technical  qnalifications,  examinations  of  three  grades  or  degrees  of 
!Dlty  are  held,  namely: 

First  grade,  or  clerical. 

Second  grade,  or  minor  clerical. 

Third  grade,  or  snbclerical. 

EUclbles  on  first  and  third  grade  registers  will  be  certiiled  for  filling  vacancies 
ey  may  occur  In  any  branch  ot  the  field  service  In  positions  covered  by  the  grade 
lamination  they  have  passed.  (See  mles  govenilng  cerUflcatloiis,  page  19.) 
icants  lor  the  first  and  third  grade  examluatiens  should,  therelote,  apply  for 
services"  In  their  applications,  unless  there  are  one  or  more  services  In  which 
will  not  accept  appointment.  In  this  event  they  should  specifically  ennmerate 
ell  applications  the  services  in  which  appointment  is  NOT  desired  in  order  that 
names  may  not  be  certified  for  those  services.  The  second  grade  examinatioii 
ren  for  the  positions  of  clerk  and  oairier  In  the  Post-Offlce  Service,  and  seldom 
iy  other  positions. 

I.  A  request  for  a  change  in  the  designation  of  the  services  in  which  employ- 
.is  or  is  not  desired  must  be  made  in  writing;  otherwise  no  change  will  be  made. 

A  peraon  can  not  be  examined  for  more  than  one  grade  of  positions  on  the 

date  or  during  the  same  series  of  examinations. 

THE  FIRST  GRADE,  OR  CIiERICAL,  EXAMINATION. 

[For  desciiptlan  o[  eiamiDitlon,  sample  qnealloDB,  etc.,  we  page  21. | 
The  minimum  age  limit  for  this  examination  is  IS  years;  there  is  no  maximum 

Application  form  13T1  is  required. 

This  examination  is  given  for  the  positions  ot  assistant  weigher  and  day 
ctor  (except  at  the  port  ot  Boston),  clerk,  inspectress,  storekeeper  (classed  as 
),  deputy  officer,  gai^rand  sampler  in  the  caatom-house  service;  clerk,  office 
ty  collector,  division  deputy  collector,  ganger,  storekeeper,  and  storekeeper- 
tr,  in  the  intemal-revenvie  service;  the  podtion  of  office  deputy  tTnited  States 
!ial;  ctericid  positions  in  the  Boston  and  Portsmouth  navy-yards,  pension 
lies,  Engineer  Department  at  Large,  Ordnance  Department  at  Large,  Quarter- 
ir's  Department  at  Large,  and  Immigration,  LightrHouse,  and  Steamboat- 
action  services,  and  clerical  positions  requiring  similar  qualifications  in  other 
brancheaof  the  service.  Persons  deeiringexamination  for  any  of  these  positions 
d  apply  for  the  "First  Grade,  or  Olerical,"  examinatiim. 
[istDlat] 
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30.  This 
the  foUowiag- 


will  be  held  anniiaUy  on  the  firat  SUnrdsy  in  Febniary,  at 


Calais. 
EastporL 
Honlton. 
Portland. 
Rockland. 
New  Hampehira; 
Concoid. 

Manchester. 

PlTmouth. 

Portemonth. 


Vermont: 

Br*tUeboro. 
Burlington. 
UoD^lier. 
Newport. 


St  Albona. 
8t  Johnebarj. 
Haaaachnsetta: 
BoflUm. 
Fall  River. 
Fitch  bon?. 
lAwreace. 
Newbnryport. 
North  Adams. 


MaaBBcbiiBettB — Continiied. 

PittsGeld. 

Springfield. 

Woreeetear. 
Rhode  Island: 

Newport. 

Providence. 

Westerly. 
Conoecticat: 

Bridgeport. 

Hartford. 

New  Haven, 

New  London- 
Stamford. 

Waterbory. 


31.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
Jannary,  either  from  the  local  secretaries  at  the  post-offices  or  cDstom-hooees  in  the 
cities  named  or  from  the  Secretary,  :E1iat  Civil  Service  District,  BoMn  141,  Poet-Office 
Boilding,  BoHton,  Mass.  To  receive  consideration  for  the  February  examination 
applications  mnst  be  filed  with  the  district  secretary  at  Boston  not  later  than  the 
honr  of  closing  business  on  January  2.  Applicationa  received  after  the  time  specified 
will  not  be  accepted. 

32.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examina- 
tions at  any  of  the  above-named  or  other  places  on  dates  other  than  that  of  the  annual 
esaminatian  in  February,  due  announcement  of  snch  extra  examinadons  will  be 
made  in  the  public  press. 

32a.  A  person  who  has  passed  the  first-grade  examination  for  field  services  can 
not  take  the  same  examination  within  approximately  one  year  of  the  date  of  the 
esamination  he  hae  passed,  even  thoi^h  he  desires  to  enter  the  examination  in 
another  city.  (See  section  9/.)  A  person  who  &ils  in  the  examinatjon  may  take 
the  next  examination  regardless  of  the  time  intervening. 


IFoi  de9crlpUDii  of  eiamliiallon.  aunple  qnestlaiu.  etc.,  see  pages  21  and  23.] 

33.  This  examination  is  given  for  the  positions  of  clerk  and  carrier  for  city  delivery 
in  the  post-office  service,  and,  infrequently,  for  minor  clerical  positions  in  other 
services.  Fall  information  concerning  the  post-office  service,  including  dates  and 
places  of  examinations,  will  be  found  on  pages  9  to  13,  inclusive. 

34.  Should  vacancies  occur  in  minor  clerical  positions  in  field  branches  of  services 
other  than  the  postofBce,  they  will  be  filled  by  examination  consisting  of  the  second- 
grade  subjects,  as  shown  on  pt^e  21,  omitting  the  test  in  reading  addreses.  Such 
examinations  will  be  held  only  when  el^ibtes  are  needed,  and  will  be  duly  announced 
in  the  public  press. 

THE  THIBD  GRADE,  OR   SUBCLERICAt,   EXAMINATION. 

[For  descTlplion  of  eiomiiiBtfoB,  sample  qaesUons,  etc..  see  pages  21  and  23.] 
36.  Theminimumage  limit  for  thisexaminationis  18  years;  thereisn 


1^  limit. 
36.  Application  and  examination  form  1800  is  required. 

[iBtDlBt.] 
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i7.  This  examination  is  given  for  the  poeitiona  of  attendant,  foreman,  atamper, 
d  niglit  inspector  in  the  CuBtom-Uouse  Service,  and  for  messenger,  watchman, 
aaified  laborer,  skilled  laborer,  and  positionB  requiring  similar  qualifications,  in 
1  service  named  and  other  field  branches.  (Specific  information  concerning 
iminations  for  the  positions  of  elevator  conductor  and  messenger  boy  will  be 
ind  on  pa^  IS. )  Persona  desiring  to  become  eligible  for  appointment  to  any  of 
see  posiljons,  except  elevator  condactor  and  messenger  boy,  should  apply  for  the 
'bird  Grade,  or  Subclerical,"  examination. 

18.  This  examination  will  be  held  annually  on  the  first  Saturday  in  February  at 
ces  at  which  the  first-grade  examination  will  be  held  as  indicated  in  section  30. 

19.  Application  blanks  may  be  secured  between  the  1st  of  October  and  the  2d  of 
luaiy,  either  from  the  local  secretaries  in  the  cities  named,  or  from  the  Secretary, 
et  Civil  Service  District,  Boston,  Mass.  To  receive  consideration  for  the  February 
imination  applications  must  be  filed  with  the  district  secretary  at  Boston  not 
iT  than  the  hour  of  closing  baainess  on  January  2.    Applications  received  after 

time  specified  will  not  be  accepted. 

9a.  Women  will  not  be  admitted  to  the  annual  third-grade  examination.  Should 
ancles  occur  in  third-grade  positions  for  which  female  eligiblea  are  desired,  exami- 
ions  will  be  duly  announced  in  the  public  press. 

0.  Should  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  exami- 
ions  at  any  of  the  places  named  in  section  30,  or  other  places,  on  dates  other  than 
t  of  the  annual  examination,  due  announcement  of  such  extra  examinations  will 
made  in  the  public  press. 

Oa.  A  person  who  has  passed  the  third-grade  examination  for  field  services  can 
take  the  same  examination  within  approximately  one  year  of  the  date  of  the 
mination  he  has  passed,  even  though  he  desires  to  enter  the  examination  in 
ther  city.  (See  see,  9/.)  A  person  who  fails  in  the  examination  may  take  the 
t  examination  regardless  of  the  time  intervening. 

1.  Applicants  for  the  subclerical  examination  must  be  able-bodied  and  physically 
able  of  performing  manual  labor. 

:.  Male  applicants  for  the  third-grade,  or  subclerical,  examination  may,  npon 
r  request,  take  the  strength  test  which  is  given  to  applicants  for  the  position  of 
killed  laborer,  and  which  consists  of  lifting  and  shouldering  125  pounds  weight, 
hey  pass  the  strength  test  in  addition  to  the  subclerical  examination,  it  will  be 
)d  on  the  register  as  in  the  nature  of  a  qualification.  If  en  appointing  officer 
lesta  certiflcaUon  from  the  third-grade  register  of  those  persona  capable  of  per- 
aing  heavy  manual  labor  connected  with  a  subclerical  position,  certification  will 
uade  from  those  standing  highest  in  the  educatiocal  examination  who  have  also 
led  the  strength  test. 

INTERNAL- REVENUE  SERVICE. 

I.  The  first-grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
iwa:  clerk,  office  deputy  collector,  division  deputy  collector,  ganger,  etore- 
^r,  and  atorekeeper-gauger.  AppUcattts  sliould  not  apply  for  a  speclAc  positton  <a 
UoBB.    See  sectionB  S4,  26,  and  39. 

.  Persons  who  pass  the  examination  held  at  the  following-named  places  will  be 
ble  for  appointment  in  the  intemal-revenne  service  in  the  inf«mal-revenue  dis- 

in  which  auch  placea  are  located,  as  indicated  below: 

internal-revenue  diatrict  of  New  Hampshire  (comprising  tbe  States  of  Mtune, 
)w  Hampshire,  and  Vermont,  headquarters  Portsmouth,  N.  H.)i 
Augusta,  Me.  Burlington,  Vt. 

Bangor,  Me.  Calais,  Me. 

Brattleboro,  Vt  ■  Concord,  N.  H. 

I  iBt  Dlat] 
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The  intemal-reTenue  liistriut  of  New  Hampshire — Continued. 

Eastport,  Me.  Portland,  Me. ' 

Houlton,  Me,  Portamoatb,  N.  H. 

Keene,  N.  H.  Rockland,  Me. 

Manchester,  N.  H.  Rntlond,  Vt 

Montpelier,  Vt.  8t  Albana,  Vt 

Newport,  Vt.  St.  Johnebaiy,  Vt. 

Plymouth,  N.  H. 
The  in temal-re venue  district  of  Massachusetta  (comprising  the  State  of  li 
setts,  headqoarteia  Boston,  Mass.) ; 

Boston.  North  Adams. 

Fait  River.  Pittefleld. 

Fitcbbnrg.  Springfield. 

Lawrence.  Worcester. 

Newburyport. 
The  internal-revenue  district  of  Connecticut  (comprising  the  States  of  Connecticut 
and  Rhode  Island,  headquarters  Hartford,  Conn,): 

Bridgeport,  Conn.  Providence,  R.  I. 

Hartford,  Conn.  Stamford,  Conn. 

New  Haven,  Conn.  Waterbury,  Conn. 

New  London,  Conn.  Westerly,  R.  I. 

Newport,  B.  L 

[For  descrlpUon  ol  eiBmiDBtlan,  see  page  21:  lor  date  of  eiuulnaliOD,  see  Bee.  BO.] 

45.  Storekeepers  and  gangers  whose  compensation  does  not  exceed  $3  per  diem 
when  actually  employed,  and  whose  aggr^ate  compensation  does  not  exceed  $500 
per  annum,  are  not  sul^ect  to  competitive  examination. 

46.  The  position  of  messenger  in  this  service  and  other  positions  requiring  similar 
qualifications  are  filled  from  registers  eatablished  as  a  result  of  the  third  grade,  or 
subclericat,  examination.  (For  description  of  examination,  see  pages  21  and  26;  for 
date  of  examination,  see  sec.  38.) 

CTJSTOM-HOTJSE  SERVICE. 

47.  The  first-grade,  or  clerical,  examination  is  0\ea  for  positions  in  thisserviceas 
follows:  assistant  weigher  and  cay  inspector  (except  at  the  port  of  Boston),  clerk, 
inspectress,  storekeeper  (classed  as  clerk),  deputy  officer,  ganger,  and  sampler. 

43.  The  third-grade,  or  subclerical,  examination  is  given  for  the  positions  of 
attendant,  stamper,  foreman,  night  inspector,  messenger,  watchman,  and  clae»fied 
latKirer. 

Applicants  lor  first  or  third  grade  examination  should  not  apply  for  a  speclflo  poBl- 
tton  or  positions.    See  sections  24,  2S,  20,  and  37. 

49.  The  podtions  of  assistant  weigher  and  day  inspector  at  the  port  of  Boston  are 
filled  by  promotion  or  transfer. 

50.  Examinations  are  held  annually  for  custom-houses  at  the  followii^-named 
places: 

Bangor,  Me.  Houlton,  Me.  Providence,  R.  I. 

Boston,  Mass.  Newburyport,  Mass.  Rockland,  Me.' 

Bridgeport,  Conn.  New  Haven,  Conn.  St.  Altiane,  Vt  c 

Burlington,  Vt  New  London,  Conn.  Springfield,  Mass. 

Calais,  Me."  Newport,  B.  I.  Stamford,  Conn.** 

Eastport,  Me.  Newport,  Vt  Wsldoboro,  Me. 

Fall  River,  Mass.  Portland,  Me.  Worcester,  Mass. ' 

Hartford,  Conn.  Portsmouth,  N.  H. 
(For  description  of  examinations,  see  pages  21  and  25;  for  date  of  examinations, 
see  sections  30  and  38.) 

o  Bubpoit  of  Eoatport,  Me.  >>  Subport  oC  WBldoboro,  U#.  c  Subpon  ol  Boillngtmi,  Vt 

tf  Bubport  ol  Biidseport,  Conn.  <  Subpoit  of  BoMon,  IIbm. 
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ExuninationB  for  the  following-named  cnBtom-houaee  will  be  held  only  when 
ea  are  needed,  when  doe  annonncement  will  be  made  in  the  public  press: 
inmtable,  Haas.  Gloucester,  Maas.  Saco,  Me. 

itb,  Me.  Kennebunk,  Me.  Balera,  Mass. 

ilfast,  Me.  Machiaa,  Mb.  StoninRton,  Conn. 

■istol,  E.  I.  Marblehead,  Maas.  Wiscaeeet,  Me. 

istiue,  Me.  -      Nantncket^  Maaa.  York,  Me. 

IgartowD,  Mass.  New  Bedford,  Maes. 

Isworth,  Me,  Plymouth,  Mass. 

:n  filling  vacanciee  in  the  Cuatom-Houae  Service  certification  will  be  made  of 
nea  of  eiigiblee  examined  at  the  port  at  which  the  vacancy  exists,  with  the 
ng  exceptions: 

niuationa  are  not  held  at  the  port  of  Waldoboro,  Me.,  but  are  held  at  the  sob- 
:  Rockland,  Me.,  for  the  cuatoma  district  of  Waldoboro.  Examinations  for 
and  Marblehead,  Mass.,  are  held  at  Boston.  Where  examinations  are  held  at 
ts  for  the  convenience  of  applicants,  the  highest  eligibles  will  be  certified  of 
samined  at  the  port  and  at  aubporta.  Vacancies  occurring  in  custom-bouaea 
lorta  at  which  examinations  are  not  held  will  be  filled  by  certification  of  the 
:  eligibles  examined  at  the  port  and  at  other  aubporta  in  the  aame  costoms 

DxaminaUona  for  the  podtionB  of  cashier,  chief  or  special  deputy  collector, 
naval  officer,  deputy  surveyor,  examiner  and  weigher,  are  held  only  when 
a  are  needed,  and  will  be  daly  announced  in  the  public  press, 
"he  examination  for  opener  and  packer  will  consist  of  the  third  grade,  or  aub- 
,  subjects,  with  a  weight  of  10  per  cent;  experience,  60  per  cent;  and  phys- 
ility,  30  per  cent.  Special  credit  will  be  ^ven  tor  experience  in  opening  and 
;  general  merchandise.  Application  and  examination  form  1800  is  required, 
amination  will  be  held  only  when  eligibles  are  needed,  and  due  announce- 
E  examinations  will  be  made  in  the  public  press. 

or  most  positions  of  boatman  a  nonedncationat  examination  is  given.  A  few 
«itions  require  also  a  mental  test,  and  in  euch  cases  the  examiuation  will  con- 
he  educational  subjects  of  the  third  grade,  or  aubclerical,  examination  with  a 
of  20  per  cent;  experience,  60  per  cent;  and  physical  ability,  30  per  cent, 
no  mental  teat  is  required,  the  examination  will  consist  of  the  subjects  of 
□ce  and  phydcal  ability.  When  a  nouedncational  examination  is  given, 
ita  are  not  required  toappear  at  any  place  tor  examination.  Application  and 
ation  form  1800  is  required.  This  examination  will  be  held  only  when 
4  are  needed,  and  due  announcement  of  examinations  will  be  made  in  the 

here  are  no  positions  in  the  cnstom-houae  service  in  the  First  Civil-Service 

which  are  filled  from  the  second  grade  or  minor  clerical  register. 

I  the  custom-house  service  women  are,  unless  otherwise  specified,  eligible  for 

ment  to  the  following-named  positions  only:  deputy  collector,  depnty  sur- 

lerk,  stenographer  and  typewriter,  inspectresa,  and  cashier. 

t  the  port  of  Boston,  the  entrance  salary  for  clerks  is  $840  per  annum,  with 

ion  for  promotion  to  $1,000  per  annum  at  the  end  of  one  year's  satisfactory 

POST-OFFICE  SERVICE. 

)r  the  portions  of  clerk  and  carrier  for  city  delivery  the  second  grade,  or  minor 
examination  ia  given.  (For  description  of  this  examination  seepages  21  and  23. 
pplicanta  for  examination  for  appointment  to  the  Post-Office  Service  should 
r  the  "clerk,"  "carrier,"  or  "derk-carrier"  examination,  depending  upon 
tion  or  podtions  deeit«d.  (See  sec.  71.)  Application  should  not  be  made 
' Second  Grade,"  or  "Minor  Clerical,"  examination, 
1705— let  Dist.— 10 2 
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61.  Application  form  1371  is  required. 

63.  The  miaimum  and  maximQm  i^  limits  for  the  post-office  service  are  18  and 
45  jears,  respectively.  The  age  limits  are  waived,  however,  in  the  coees  of  persons 
honorably  discharged  from  the  military  or  naval  service  by  reason  of  disability  result- 
ing from  wounds  or  sickness  incurred  in  the  line  of  duty. 

63.  Married  women  will  not  be  examined  for  the  poet-ofBce  service.  Thia  prohi- 
bition, however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  sepa* 
rat«d  from  their  husbands  and  support  themselves. 

64.  Applicants  for  the  postofBce  service  are  required  to  be  physically  sound  and 
in  good'  health.  The  Post-offlce  Department  has  advised  the  Commission  that  no 
person  who  is  defective  in  any  of  the  following-named  particulars  will  be  appointed 
to  the  position  of  carrier  in  the  post-office  service:  Hunchbacks;  persons  having 
defective  hearing,  sight,  orspeech;  persons  blind  in  one  eye;  one-armed,  one-handed, 
or  one-l^^ed  persons,  or  those  having  crippled  arms  or  legs,  or  those  suffering  from 
asthma  or  hernia.  These  defects  will  also  detur  a  person  from  appointment  to  the 
position  of  clerk  in  the  post-office  service,  except  that  deaf-mutes  and  persons  with 
defective  speech  or  hearing  may  be  appointed  to  the  positions  of  mail  clerk,  distrib- 
uter, and  directory  and  forwarding  clerk.  Applications  from  persona  who  are  not 
entitled  to  examination  on  account  of  physical  defects  will  be  canceled,  unless  such 
persona  are  honorably  discharged  United  States  soldiers  or  sailors,  entitled  to  pref- 
erence under  section  1754,  Revised  Statutes  of  the  United  States.  (See  sec.  9c 
for  physical  defects  which  will  debar  persona  from  any  examination, ) 

65.  Male  applicants  most  meaaure  not  leaa  than  5  feet  4  inchea  in  he^ht  in  bare 
feet,  and  weigh  not  teas  than  125  pounds  without  overcoat  and  hat.  Female  appU- 
canta  are  not  required  to  be  of  any  specific  height  or  weight. 

66.  Unless  otherwise  specified,  applicants  for  positions  in  the  post-office  service 
muat  appear  for  examination  in  the  city  where  employment  is  desired,  and  no  appli- 
cant will  be  eligible  for  appointment  except  in  the  office  for  which  examined. 

67.  Examinations  for  the  following-named  flrat-clase  offices  will  be  held  on  the 
first  Wednesday  or  Saturday  in  November  of  each  year: 


Attieboro,  Maw, 
Augusta,  Me. 
Bangor,  Me. 
BeUows  Falls,  Vt. 
Boston,  Mass. 
Brattleboro,  Vt. 
Bridgeport,  Conn. 
Brockton,  Mass." 
Burlmgton,  Vt. 
Camden,  Me. 
Concord,  N.  H, 
Danbury,  Conn. 
Fall  Eiver,  Mass. 
Fitchbut^,  Maas. 
Glouceeter,  Uass. 
Greenfield,  Mass. 
Greenwich,  Oinn. 
Hartford,  Conn. 
Haverhill,  Mass. 


Holyoke,  Maaa. 

Lawrence,  Mass. 
Lewiston,  Me. 
Lowell,  Mass. 
Lynn,  Maaa." 
Mandheater,  N.  H. 
Meriden,  Conn. 
Middletown,  Conn. 
Nashua,  N.  H. 
New  Bedford,  Maaa. 
New  Britain,  Conn. 
New  bury  port,  Mass. 
New  Haven,  Conn. 
New  London,  Conn. 
Newport,  E.  I. 
North  Adams,  Mass. 
Northampton,  Mass. 
Norwich,  Conn. 
Pawtncket,  R.  Lb       ■ 

ii£i(i]iilns.tionaheld  at  Boston. 

^  EiamlaatlanB  held  at  FroTidence,  B.  I. 

'  ExamlnatlonB  held  at  Sprin^eld.  Mass. 


I.  H. 


Pittafield,  Maaa. 
Portland,  Me. 
Portemonth, 
Providence,  R.  I. 
Rutland,  Vt. 
Salem,  Ma£8.a 
South  Framingham, 

South  Norwalk,  Conn. 
Springfield,  Masa. 
Stamford,  Conn. 
Tannton,  Mass. 
Waltham,  Masa." 
Waterbury,  Conn. 
Westfield,  Maas.! 
Woonsocket,  R.  I, 
Worcester,  Mass. 
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i.  Blank  torma  of  application  may  be  obtained  oniy  between  Jnly  1  and  October  1, 
er  from  the  "Secretary,  First  Civil  Service  District,  Room  141,  Poat-Offlce 
Idiog,  Boston,  Mass.,"  or  from  the  local  secretary  at  the  office  where  appoint- 
it  is  desired.  Applications  must  be  properly  esecntod  and  filed  with  the  district 
etary  at  BoEton,  Mass.,  between  July  1  and  the  close  of  business  on  October  1. 
ppllcallons  for  the  November  ezamlnatlons  presented  at  other  times  will  not  be 

).  Whenever  extra  examinatioiis  may  Ixtcome  necessary,  to  meet  the  needs  of 
service,  due  announcement  will  be  made  of  the  dates  and  places  of  such  exami- 
ons,  and  also  of  the  time  allowed  for  the  filing  of  applications. 
1.  A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  exami- 
on  for  more  than  one  first-claaa  post-office.  This  reatriction  will  not  apply,  how- 
-,  when  an  examination  is  held  for  any  of  these  offices  on  a  date  other  than  that 
he  regular  annual  examination  in  November.  Such  extra  examinatioDS  will  be 
I  only  when  eligibles  are  needed,  and  will  be  duly  announced, 
la.  A  person  who  passes  an  examination  can  not  be  examined  again  for  the  same 
-office  within  approve imately  one  year  of  the  date  of  the  examination  he  has 
:ed.  (See  section  fl/.)  A  person  who  falls  in  an  examination  may  take  the 
t  examination  regardless  of  the  time  intervening. 

.  For  the  following- named  offices  the  names  of  male  eligibles  will  be  entered  on 
'one  register — namely,  the  "clerk"  or  the  "carrier"  register — and  maleappli- 
,a  for  these  offices  mu^  indicate  in  tktir  applications  whether  they  desire  the  posi- 
of  "  clert  "  or  of  "earner.-" 

Boston,  Mass.  Holyoke,  Masa  Pittsfield,  Mass. 

Bridgeport,  Conn.  Lawrence,  Mass.  Portland.  Me. 

Brockton,  Mass.  Lowell,  Maes.  Providence,  B.  1. 

Burlington,  Vt.  Lynn,  Maes.  Salem,  Masa. 

Concord,  N.  H.  Manchester,  N.  H.  Springfield,  Mass. 

Fall  River,  Maes.  Meriden,  Conn.  Taunton,  Mass. 

Fitchburg,  Mass.  New  Bedford,  Mass,  Waltham,  Mass. 

Gloucester,  Mass.  New  Britain,  Conn.  Waterbury,  Conn. 

Hartford,  Conn.  New  Haven,  Conn.  Worcester,  Masa. 

Haverhill,  Mass;  Pawtucket,  R.  I. 

:.  A  request  for  a  change  in  the  designation  of  the  position  desired  by  an  appli- 
.  must  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before 
date  set  for  the  close  of  receipt  of  applications ;  otherwise  no  change  will  be  made. 
:.  The  name  of  each  male  eligible  for  any  poat-office  not  mentioned  in  the  para- 
•h  numbered  71,  above,  will  be  entered  on  both  the  male-clerk  and  carrier  re^a- 
and  will  be  certified  (considered)  in  its  order  for  vacancies  occurring  in  the 
tion  of  either  male  clerk  or  carrier  without  regard  to  any  choice  of  position 
ressed  by  the  el^ibte  in  his  application.  The  postmaster  is  required  to  make 
3tion  for  the  first  vacancy  from  not  more  than  the  highest  three  names  on  the 
3ter  and  for  the  second  vacancy  he  shall  make  selection  from  not  more  than  the 
lest  three  remaining  which  have  not  been  within  his  reach  for  three  separate 
,ndes.  The  third  and  any  additional  vacancies  shall  be  filled  in  like  manner. 
itigible  who  has  been  within  reach  for  three  separate  vacancies  in  either  position 
is  turn  may  be  subsequently  selected  for  that  position  subject  to  the  approval  of 
Commission  from  the  certitieate  on  which  his  name  last  appeared,  if  the  condi- 
of  the  roister  baa  not  so  changed  as  to  place  him  in  other  reepecta  beyond 
h  of  certification.  The  name  of  a  male  ehgible  must  have  been  within  reach  for 
e  separate  vacancies  in  a  position  liefore  his  name  may  be  passed  over  in  making 
ition  for  appointment  to  that  position.  Nonaelection  from  one  register  or 
ination  of  appointment  when  selected  will  not  affect  the  eligible'e  standing  on 

JlstDlst] 


■,Gooi^lc 


12 

the  other  roister.    Appointment  from  either  K^^ster  will  remove  the  eli^ble's 
Dsme  from  both  roisters. 

74.  In  the  post-office  service  appoiatments  are  usnallif  made  to  the  positJOQ  of 
Bubfrtitate  clerk  or  Buljstitute  carrier,  Substitutes  are  promoted  in  the  order  of  their 
original  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

75.  Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery 
service  are  divided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second 
grade,  salary  (800;  third  grade,  salary  (900;  fourth  grade,  salary  (1,000;  fifth  ^rrade, 
salary  $1,100;  aiith  grade,  salary  $1,200.  Clerks  and  carriers  at  first-class  offices 
will  be  promoted  Buccessively  to  the  fifth  grade,  and  clerks  and  carriers  at  second- 
class  offices  will  be  promoted  successively  to  the  fourth  grade. 

76.  All  promotions  of  both  clerks  and  carriers  will  be  made  at  the  banning  of 
the  quarter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade. 
No  promotion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office 
Department  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding 
year.  When  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service, 
he  may  be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any 
subsequent  quarter,  on  evidence  that  his  record  lias  been  satisfactory  during  the 
intervening  period.  Clerks  and  carriers  of  the  highest  grade  in  their  respective 
offices  are  eligible  for  promotion  to  the  higher  positions  in  said  post-offices. 

77.  Any  male  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  * 
is  eligible  (or  transfer  to  the  seri'ice  of  a  clerk. 

78.  Auxiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hottt. 
Such  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
daily,  and  may  serve  as  substitutes.  They  ore  eligible  for  appointment  as  clerks  and 
and  carriers  of  the  first  grade. 

70.  Sulstitutes  are  paid  at  the  rate  of .  30  cents  an  hour  when  serving  for  absent 
clerks  and  carrieis,  and  they  are  eligible  for  appointment  as  auxiliary  employees 
and  as  clerks  and  carriers  of  the  first  grade. 

[iBtDlBt.] 
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I.  ExaminatioDS  for  the  followiDg-nanied  second-class  offices  will  be  held  only 
a  eltgiblee  are  needed  (due  annotmcement  of  which  will  be  made),  and  applica- 


annotmced: 

Adams,  Masa.o 

Gardner,  Maw. 

Putnam,  Conn. 

Ameabnry,  Mass. 

Great  Barrington, 

•Heading,  Mass. 

Amherst,  Mass.  6 

Mass. 

Eochester,  N.  H.» 

Andover,  Mass." 

Hallowell,  Me.  t 

Rockland,  Me. 

Ansonia,  Conn.* 

Hanover,  N.  H. 

•Rockland,  Mass. 

Athol.  Mass. 

Eoulton,  Me. 

Bockville,  Conn.o 

Aubum,  Me. 

Hudson,  Maas. 

Rumford,  Me. 

Bar  Harbor,  Me. 

•HydePark,  Maas. 

Saco,  Me./ 

Barre,  Vt.' 

Ipswich,  Mass. 

8L  Albans,  Vt. 

Balh,  Me. 

Keene,  N.  S. 

8t  JohnsbnrT,  VL 

Belfast,  Me. 

Laconia,  N.  H, 

Shelton,  Coim.d 

Bennington,  Vt 

Leominster,  Mass.  < 

Skon  began,  Me. 

'Beveriy,  Mass. 

•Lexington,  Mass. 

Somersworth,  N.  H." 

Biddeford,  Me./ 

Manctieeter,  Mass. 

Soutbbridge,  Mass.  P 

Bristol,  Conn.ff 

Mansfield,  Mass. 

South  Manchester, 

Bristol,  R.  1. 

•Marblehead  Mass. 

Conn." 

Brauawick,  Me. 

Marlboro,  Mass. 

Spencer,  Mase.P 

Mais,  Me. 

Middleboro,  Mass. 

Springfield,  Vt. 

:!hicopee,  Mass.  A 

Middlebury,  Vt. 

•Stoneham,  Mass. 

Jhicopee  Falls,  Maes,  ft 

Milford,  Conn.d 

Torrington,  Conn. 

^iaremont,  N.  H. 

Millord.  Mass. 

•Wakefield,  Mass. 

:;iinton,  Mass.  < 

Montpelier,  Vt. 

Wallingtord,  Coan.i 

■Concord,  Mass. 

Ware,  Mass. 

CoDcord  Junction, 

*Nadck,  Maes. 

Waterville,  Me. 

Mass. 

Naugatuck,  Conn.  ™ 

Webster,  Mass.P 

Dan  vers,  Mass. 

•North  Abington, 

•Wellesley,  Mass. 

DedtuuD,  Mass. 

Maw. 

terby,  Conn.d 

North  Attleboro,  Mass. 

Westboro,  Mass.P 

terry,  N.  H.  1 

Nor  walk.  Coon. 

Westerly,  R.  I. 

tover,  N.  H. 

•Norwood,  Mass. 

•WMtman,  Mass. 

Caathampton,  MasB.& 

Orange,  Mass. 

Williamstown,  Mass." 

'^astport.  Me. 

Palmer,  Maaa. 

Wiilimantic,  Conn. 

Ixeter,  N.  H. 

•Peabody,  Mass. 

Winchendon,  Maas. 

mnklin.  Mass. 

Plymouth.  Mass. 

•Winchester,  Mass. 

■ranklin,  N.  H. 

Plymouth,  N.  H. 

Winsted,  Conn. 

iardiner,  Me.  <: 

Provineetown,  Mass. 

•  Wobnrn,  Mass. 

.minationa  held  at  Nonh  Ada,n 

ns  held  at  Auguaia. 

Da  held  at  Waterbury. 

□B  held  U  Dover. 

a  Examlnatlo 

□a  held  at  Hartford. 

(Buminatlo 

an  held  at  Meriden. 

mlDslions  held  at  SprlOElleld. 

1st  Dlat.] 
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THE  SUBTBEASURY,  THE  NAVY- YARD,  THE  PENSION- 
AGENCY,  THE  CUSTODIAN,  THE  IMMIGRATION,  TEUE 
LIGHT -HOUSE,  THE  STEAMBOAT -INSPECTION,  AND 
THE  MARINE- HOSPITAL  SERVICES ;  WEATHER  BUREAU, 
BUREAU  OP  ANIMAL  INDUSTRY,  ENGINEER  DEPART- 
MENT AT  XiARGE,  ORDNANCE  DEPARTMENT  AT  LARGE, 
QUARTERMASTER'S  DEPARTMENT  AT  LARGE,  ESTAB- 
LISHMENTS, ETC. 

81 ,  Clerical,  minor  clerical,  and  eabclerical  poailJonB  in  field  eatabliehmenta  of  the 
above-named  and  oE  other  branches  of  the  Berrice  are  filled  b]r  certification  from 
appropriate  registers  establislied  from  eiomiaations  for  theae  gradee  as  described  in 
sectiona  24  to  42,  incluaive. 


52.  In  order  to  become  eligible  for  appointment  to  clerical  positions  in  the  snb- 
treaaury  service,  applicants  must  show  in  their  applications  that  they  have  had  at 
least  three  years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in 
flubtreasuries. 

53.  Rigid  tests  of  character  and  int^rity  will  be  applied  to  all  applicants  for  the 
subtreasury  service,  and  only  those  satisfactorily  meeting  such  tests  may  become 
eligible  for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found 
practicable  and  satisfactory  to  the  Civil  Service  Commission  and  the  assistant  treasoier. 

84.  Whenever  the  Department  so  desires,  separate  but  not  different  examinatiooB 
will  be  held  and  separate  registers  of  eligibles  maintained  for  any  subtreasiirj'. 
Otherwise  certification  to  positions  in  the  subtreaaury  service  will  be  made  from 
the  general  registet?  established  by  the  examination  described  in  sections  27  to  32, 
inclusive. 

STENOGRAPHER  AND  TYPEWRITER. 

84a.  The  stent^rapher,  the  typewriter,  and  the  combined  stenographer  and  type- 
writer examinationa  are  held  quarterly,  in  Jannary,  April,  July,  and  October,  at 
various  places  throughout  the  country.  Examinations  are  held  simultaneonaly  for 
field  positions  (that  is,  positions  outside  of  Washington,  D.  C. ),  for  positions  in  the 
departments  and  offices  at  Washington,  and  for  positions  in  the  Philippine  and  Isth- 
mian Canal  services.  Only  the  combined  stenographer  and  typewriter  examination 
is  given  tor  the  Philippine  Service. 

Applicants  are  required  to  show  in  their  applications  the  service  or  services  in 
which  employment  is  desired,  and  at  tbe  time  of  examination  each  competitor  is 
given  an  opportunity  to  indicate  the  exact  locahties  in  which  he  is  willing  to  accept 
appointment  Those  who  indicate  a  willingness  to  accept  appointment  in  Washing- 
ton, D.  G.,will,  if  an  eligible  rating  is  attained  in  the  examination,  have  their  names 
placed  on  tbe  register  for  Washington,  B.  C.,  only,  unless  they  apply  for  the  Philip- 
pine or  Isthmian  Canal  service.  Those  who  indicate  a  desire  for  appointment  to 
positions  only  in  the  locality  in  which  examined  will  have  their  names  placed  on  a 
register  of  eligibles  for  that  purpose.  An  eligible  may  not  have  his  name  on  the 
register  for  Washington,  D.  C.,  and  also  for  the  field  service  at  the  same  time.  A 
person  who  has  signified  his  willingness  to  accept  appointment  in  Washington,  D.  C., 
may  also  have  his  name  placed  on  the  register  tor  the  Philippine  service  or  the 
Isthmian  Canal  service,  or  both,  by  filing  a  separate  application  for  each  additional . 
service  desired  and  by  complying  with  the  additional  requirements.  Persons  whose 
names  are  on  re^sters  for  field  positions  may  not  have  their  names  on  the  register 
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■hs  Philippine  eervice  or  for  the  Isthmiaa  Canal  service  at  the  BSme  time.    Appli- 
an  may  be  made  for  examination  for  the  Philippine  Bervice  or  the  Isthmian  Canal 

ice,  or  both,  and  notforeervicein  Washington,  D.G.,  if  desired.  A  person  whose 
le  la  on  the  register  for  Qeld  positions  may  have  his  name  transferred  to  the  regis- 
:or  positions  in  Washington,  D,  C.,  in  the  Philippine  service,  or  in  the  Isthmian 
al  service,  or  vice  versa,  at  any  time  within  the  period  of  eli^bility,  if  there  is  a  rea- 
for  such  transfer  which  is  satisfactory  to  the  Commission  and  the  person  has  coot- 
i  with  the  requirements  of  the  eervice  to  which  transfer  of  eligibility  is  desired. 
1  filling  vacandee  in  field  positions  preference  will  be  given  to  peraons  examined 
le  city  in  which  or  in  the  immediate  vicinity  of  which  the  vacancy  exists.  In  case 
register  for  any  locality  becomes  exhausted,  resort  may  be  had  to  the  register  for 
her  locality  if  it  contains  the  names  of  eligibles  available  for  the  position  vacant. 
)rm  1424,  showing  the  dates,  places,  character,  and  scope  of  the  examinations, 
the  requirements  for  the  various  services,  may  be  obtained  by  addressing  the 
ict  secretary  or  the  Commission  at  Washington.  Application  forms  will  also  be 
arded  upon  request  Form  304  is  required  for  all  services  except  the  Philippine; 
be  Philippine  service  Form  2  is  required.  Applications  may  be  filed  at  any  time 
L  the  Oommiseion  at  Washington.  The  age  limits  for  the  various  services  are 
illows:  Philippine  service,  minimam  13,  maximum  40;  Isthmian  Canal  service, 
mum  20,  maximum  45;  other  services,  minimum  18,  no  maximum  limit. 
omeu  are  admitted  to  the  April  and  Octot)er  examinations  only,  and  are  not 
itted  to  the  examination  for  the  Philippine  or  the  Isthmian  Canal  service. 
le  demand  for  steni^rapher  and  typewriter  eligibles  is  usually  greater  than  the 
ily.  Promotion  to  the  higher  grades  is  reasonably  rapid  for  those  whose  servicee 
e  satisfactory. 


,  AH  United  States  deputy  marshals,  except  those  employed  as  field  deputies, 
hose  chief  duties  are  to  serve  process,  are  in  the  competitive  classified  service. 
incies  in  this  position  will  be  filled  ae  indicated  in  the  following  paragraphs: 

Vacancies  in  positions  requiring  a  knowledge  of  stem^^phy  and  typewriting 

bookkeeping  will  he  filledbycertification  from  thesteoographer and  typewriter 
ter  for  field  servicee  or  the  bookkeeper  regist«r  for  the  general  departmental 
ce  of  those  who  were  examined  in  the  State  in  which  the  vacancy  exists.     (See 

84a  and  132.) 

For  vacancies  in  positions  which  do  not  require  a  knowledge  of  stenography  and 
writingorot  bookkeeping,  certification  will  be  made  from  the  first-grade,  or  cler- 
'egisterof  eligibles  who  were  examined  in  the  State  in  which  the  vacancy  exists. 

Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner, 
e  it  is  determined  by  the  department  to  fill  such  vacancies  by  promotion  or 
fer  of  persons  already  in  the  classified  service. 

nil  information  relative  to  the  first-grade,  or  clerical,  examination,  including  a 
f  placesat  which  the  examination  may  be  taken  and  the  date  of  annual  examina- 
,  is  given  on  page  5  of  this  publication.) 

DHANICAL  DRAFTSMAN  AND   APPRENTICE  DRAFTS- 
MAN, ORDNANCE  DEPARTMENT  AT  loAROE. 

Establishmente  of  the  Ordnance  Department  at  Large  in  the  First  Civil  Service 
LCt  are  at  Springfield  and  Watertown,  Maes.  Application  forme  and  full  informa- 
'elative  to  the  above-named  positions  may  beobtained  from  the  Secretary,  Board 
'il  Service  Examiners,  Ordnance  Department  at  Large,  at  either  of  the  places 
d  or  from  the  Secretary  of  the  First  Civil  Service  District,  Postofllce,  Boston, 
Applications  may  be  filed  at  any  time  with  the  district  secretary.  Examina- 
will  be  held  as  freqnentiy  as  the  needs  of  the  service  require. 
[istDist.] 
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ELEVATOR  CONDTTCTOB. 

90.  The  poeitionof  elevator  coDductor  in  federal  buildings  ia  filled  byenuninatioa 
coiiBiating  of  the  educational  subjects  of  the  third-grade  examination  as  shown  on 
pages  21  and  23,  with  a  weight  of  50  per  cent  and  experience  50  per  cent 

91.  The  minimum  age  limit  for  this  examination  i^  20  yeore.  There  ia  no  maxi- 
mam  age  limit. 

92.  Application  and  examination  form  1600  is  required. 

93.  Applicauta  for  this  examination  must  be  able-bodied  and  physicalljr  capable  of 
perfoiming  manual  labor. 

94.  In  rating  the  element  of  "experience''  credit  will  be  given  for  actual  experi- 
ence as  elevator  conductor,  electric  motorman,  or  electric  craneman,  and  applicants 
who  have  not  had  at  least  six  months  of  euch  experience  will  not  be  admitted  to  the 
examination.  If  an  applicant  has  had  only  six  months'  experience,  that  experience 
must  have  been  gained  within  the  twelve  months  j  ust  prior  to  the  date  of  application. 
Applicants  must  fully  indicat«  in  their  applications  the  kind  of  elevators,  whether 
passenger  or  freight,  upon  which  they  have  been  employed,  as  well  as  the  length  ot 
their  experience. 

95.  This  examination  will  be  held  only  when  eligibles  are  needed,  and  will  be  duly 
announced  in  the  public  press. 

MESSENGER  BOY. 

96.  Examinations  for  filling  vacancies  in  this  position  are  held  in  the  city,  or  in 
the  vicinity  of  the  city,  in  which  a  vacancy  occurs,  and  only  when  eligibles  are 
needed.  The  examination  will  consist  of  the  third^^rade,  or  subclerical,  subjects 
(see  p^^  21  and  25),  with  the  exception  of  the  subject  of  experience,  each  of  the 
five  aubjecta  having  a  weight  of  20  per  cent  When  examinations  are  to  be  held, 
announcement  is  made  in  the  pnblic  press. 

07.  The  minimum  and  maximum  i^  limite  for  this  position  are  16  and  18  yeaia, 
respectively. 

98.  Application  form  1371  is  required. 

NONEDTTCATIONAL  EXAMINATIONS. 

99.  This  class  inclades  examinations  for  the  mechanical  trades  and  ramilar  posi- 
tions  which  do  not  require  a  mental  test.  These  positions  in  the  custodian  service 
and  the  Qoaitermaster'e  Department  at  Large  have  been  placed  ander  the  district 
system  (see  sees.  1  and  2),  and  for  these  two  services  in  the  New  England  States 
applications  are  distributed  and  received  by  the  Secretary  of  the  First  Civil  Service 
District,  Post-Ofiice,  Boston,  Mass.  For  information  concerning  noneducational 
positions  in  other  field  services  application  should  be  made  to  the  secretary  of  the 
local  board  of  civil-service  examiners  at  the  establishment  where  employment  is 
desired. 

The  following  information  applies  to  the  custodian  service  and  the  Quartermaster's 
Department  at  Large: 

100.  Appropriate  examinations  are  held  based  on  experience  and  physical  ability. 
The  relative  weights  of  these  svijecU  on  a  scale  of  100  are:  Physical  ability,  40;  expe- 
rience, 60.  The  information  on  which  the  ratings  are  based  must  be  furnished  by 
the  applicant  in  the  application  blank.  Care  should  be  taken  to  furnish  accurato 
and  complete  information  in  order  that  a  sufficient  basis  may  be  had  tor  rating  the 
papers.    Each  qaestion  in  the  application  and  vouchers  must  be  fully  answered. 

101.  The  method  of  ratjng  the  subjects  of  these  examinations  is  as  follows: 

(o)  Physical  ABiLtrv.— An  applicant  without  apparent  physical  disqualifications 
is  rated  at  98  for  this  element.    For  physical  defects  which  may  impair  his  efficiency 
[lit  Dlst.] 
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poeition  for  which  applicatioa  is  made,  proportionate  deduction  will  be  made 
)8  accordingto  the  nature  of  this  defect  or  disqualification. 
EiPBMKNcs.— This  subject  will  be  rated  upon  tbe  statementa  made  by  the 
ant  in  his  application,  aa  corroborated  bjr  his  vonchere  and  references.  Con- 
tion  will  be  given  to  the  date,  \ength,  quality,  and  character  of  the  experience 
,  and  special  consideration  will  be  given  experience  which  is  continuous  and 

In  any  of  these  examinations  the  Commiraion  may,  in  its  discretion,  call  for 
idditional  evidence  of  qualifications  or  capacity  as  it  may  deem  necessary, 
1  recommendatioDB  other  than  thoee  called  for  by  the  Commission  will  be 

All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their 

are  placed  on  the  proper  register  according  to  their  ratings;  but  the  names  of 
8  preferred  under  section  1754,  R.  8.,  rated  at  65  or  more  are  placed  above  all 
who  have  not  been  allowed  such  preference. 

When  such  examinations  (noneducatlona!)  are  given,  applicants  are  not 
d  to  appear  at  any  place  for  examination,  but  to  file  with  the  district  secretary 
secuted  applications  on  the  form  prescribed. 

CUSTODIAN  SERVICE. 
The  custodian  service  covers  positions  the  duties  of  which  relate  to  tbe  care 
ani^ment  of  public  buildings  outside  of  Washington,  D.  C.  Poaitions  of 
leducational  class  in  this  service  are  such  as  firemen,  janitor,  etc.  Examina- 
>rsnch  podtions  are  held  only  when  eligibles  are  needed,  and  due  annonnce- 
t  examinations  will  be  made  in  the  public  press. 

Vacancies  in  double-titled  positions  in  the  custodian  service,  such  as  fireman- 
aan,  watchman -fireman,  fireman-laborer,  janitor-fireman,  etc.,  are  filled  from 
riate  registers  ot  one  title.  The  first  word  of  the  title  of  such  double-titled 
IB  indicatefl  tbe  more  important  duties  of  tbe  position,  and  vacancies  are  filled 
educational  or  educational  examination  according  to  the  duties  of  the  position 
2h  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman- 
lao  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
tligiblee  are  needed),  while  a  vacancy  in  the  position  of  watchman-fireman 

filled  b^  certification  from  tbe  roister  established  aa  a  reenlt  of  the  third- 
ducational,  or  subclerical,  examination  referred  to  on  page  S. 

Examinations  for  technical  positions  in  the  custodian  service,  such  as  steam 
\T,  electrician,  etc.,  include  educational  qualifications  and  are  held  only  when 
a  are  needed. 

QUARTERMASTER'S  DEPARTMENT  AT  LARGE. 

oneducstional  positions  in  tbe  Quartermaster's  Department  at  Large  in  the 
vil  Service  District  include  the  mechanical  trades  and  similar  positions,  and 
:ions  for  the  positions  mentioned  below  may  be  filed  at  any  time: 
ck  smith.  Master. 

'penter.  Mate. 

^eer,  gasoline,  marine.  Oiler. 

Steam,  marine.  Packer. 

Steana,  marine  (assistant).  Plumber. 

Steam,  stationary."  Plumberand  eteomfltter. 

Steam,  stationary  (assistant). a  Wheelwright 

sman,  stationary. 

Marine. 
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lOS.  Vacanciea  in  the  above-mentioned  positions  at  Forts  Levett,  McKInley,  Preble, 
and  Williams,  in  Maine;  Fort  Ethan  Allen,  Vt;  Fort  ConBtitution,  N.  H.;  Forta 
AadrewB,  Banks,  Rodman,  and  Warren,  in  Maaaachosetta;  Forts  Adame,  Greble,  and 
Mansfield,  id  Rhode  Island;  Fort  Trumbdll,  in  Connecticut;  and  in  the  ofBce  of  the 
depot  and  constructing  quartermasters  at  Boston  will  be  filled  from  the  r^etere 
reaultii^  from  the  examinations  for  these  positions. 

109.  Application  forma  may  be  obtained  from  the  district  secretary  at  the  post-office 
in  Boston,  Mass.,  or  the  local  secretary  at  any  of  the  following-named  places:  The 
office  oi  the  Chief  Quartermaster,  Governors  Island,  New  York  Harbor;  the  custom- 
houses at  Burlington,  Vt.,  and  Portland,  Me.;  the  poat-offices  at  Portland,  Me., 
Portsmouth,  N.  H.,  New  Bedford,  Mass.,  Newport,  R.  I.,  Providence,  R.  I.,  Bridge- 
port, New  Haven,  and  New  London,  Conn.  Applications  must  be  filed  with  the 
district  secretary. 

110.  The  minimum  ttRO  limit  for  these  positions  is  20  years;  there  is  no  maximum 
age  limit. 

111.  Application  and  examination  form  1800  is  required. 

112.  Applicants  who  desire  to  apply  for  examination  for  more  than  one  position 
must  file  a  separate  application  for  each  position  desired. 

113.  Applicants  for  theee  examinations  may  sign  their  applications  by  mark  if 
unable  to  write. 

114.  Applicants  for  the  positions  of  marine  en^eer,  master,  and  mat«  should 
give  in  their  applications  the  names  and  tonnages  of  the  vessels  upon  which  they 
have  been  employed  and  submit  with  their  applications  licenses  or  certificates  from 
the  proper  steamboat  inspectors  showing  the  grade  and  character  of  the  licenses  held 
by  them. 

115.  Registers  will  he  established  quarterly,  or  more  frequently  if  the  needs  of  the 
service  require  it.  To  receive  consideration  for  a  certain  quartet,  applications  must 
bo  filed  in  complete  form  with  the  district  secretary  not  later  than  the  15th  of  Mttrch, 
June,  September,  or  December,  as  the  case  may  be.  The  reKisters  will  be  made  up 
on  or  soon  after  the  first  of  the  nest  succeeding  months. 

116.  Examinations  for  other  positions  are  held  only  when  eligiWes  are  needed, 
and  no  applications  are  accepted  until  an  examination  has  been  announced.  Full 
information  relative  to  n  on  educational  examinations  for  the  Quartennaster's  Depart- 
ment at  Large  may  be  obtained  by  addressing  the  district  secretary.  For  method 
of  certification  see  section  128. 

(For  further  information  in  regard  to  noneducational  examinations  see  page  16.) 

UNSKILLED  LABORER. 

117.  This  position  is  unclassified.  In  cities  where  regulations  are  in  force  govern- 
ing the  employment  of  laborers  in  the  federal  service,  positions  of  this  character  are 
filled  by  r^istration  of  eligiblea  after  a  physical  test.  The  duties  of  men  are  those 
of  common  laborer  or  workman,  and  of  women  those  of  charwoman  or  its  equiva- 
lent. Labor  r^ulations  are  in  force  at  Boston,  Mass.,  Portland,  Me.,  and  Provi- 
dence, R.  L,  and  vicinity,  in  the  First  Civil  Service  District.  Examinations  for 
Boston,  Mass.,  are  held  annually  in  March;  for  Portland  and  Providence,  only  when 
eligibles  are  needed,  when  they  will  be  dnly  announced  in  the  public  press.  Appli- 
cation blanks  for  the  annual  examination  at  Boston  may  be  obtained  from  the 
District  Secretary,  Room  HI  Post-Office  Building,  Boston,  only  between  February 
15  and  March  15.  Applications  will  not  be  accepted  unless  filed  with  the  District 
Secretary  prior  to  the  hour  of  closing  business  on  March  15. 

118.  For  information  concerning  this  position  in  dties  where  labor  r^iilationa  are 
not  in  force  inquiry  should  be  made  of  the  official  in  charge  of  the  office  where 
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oyment  is  d«aired.  Secretariee  of  loct^  boards  of  civil  service  exsniiiiers  at 
lishments  of  the  Ordnance  Department  at  Lai^  will  fumiah  intonnation  con- 
ng  the  employment  of  nnekilled  labor  at  sacb  eBtabliehmenls, 
I.  Deckhands  on  the  steamers  of  the  Quartermaster's  Department  at  Iiu;ge  at 
ID  are  appointed  from  the  unskilled  labor  roister,  certification  being  made  of 
>leB  having  the  required  nautical  training  and  experience. 

CERTIFICATION  AND  ELIOIBILJTY. 

).  After  the  papers  of  an  examination  have  been  rated  the  names  of  the  eligibles 
ntered  on  the  register  in  tbe  order  of  the  average  attained.  An  average  per- 
hge  of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
at  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
ival  service /or  d'soMi'ty  incurred  in  the  line  of  duty.  The  names  of  such  persona 
le  claims  for  preference  have  been  allowed  by  tbe  Civil  Service  Commission  and 
attain  an  average  percentage  of  not  lees  than  65  will  be  placed  at  the  head  of  the 
)le  register. 

L.  Separate  registers  are  established  for  men  and  women,  and  certification  is 
)  according  to  the  requisition  of  the  nominating  officer. 

i.  The  period  of  eligibility  is  one  year  from  the  date  of  entering  the  name  on  the 
ter. 

!.  The  highest  three  names  on  tbe  appropriate  register  are  certified  for  each 
icy.  An  eligible,  unless  sooner  selected  for  appointment,  will  be  entitled  to 
>  certifications  for  appointment  to  each  nominating  or  appointing  officer  in  each 
ce  for  which  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  cer- 
I  for  filling  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that 
kI  by  him  in  his  application  or  examination  papers.  Appointment  to  a  position 
ly  service  will  operate  to  remove  the  eligible's  name  from  the  register  of  the 
J  from  which  the  selection  was  made,  and  from  registers  of  lower  grades.  Ap- 
:ments  may  be  made  from  a  higher  grade  roister  for  filling  vacancies  in  a  lower 
J  position. 

1.  For  filling  vacancies  in  the  Internal- Revenue  Service  certification  will  be 
i  of  the  names  of  eligibles  who  were  examined  in  the  internal -revenue  district 
tiich  the  vacancy  occurs. 

>.  For  filling  vacandes  in  the  custom-house  service  certification  will  be  made  of 
lames  of  the  eligibles  examined  at  the  port  at  which  the  vacancy  exists  except, 
■e  examinations  am  held  also  at  subports  for  tbe  convenience  of  applicants,  the 
est  eligibles  will  be  certified  of  those  examined  at  the  port  and  at  snbports. 
}.  For  the  poeitiana  of  clerk  and  carrier  for  city  delivery  in  post-offices,  a  separate 
ter  is  established  for  each  classified  post-office,  containing  the  names  of  eligibles 
lined  for  such  office.  For  certain  large  post-offices  separate  male  clerk  and  car- 
registers  are  established,  while  for  all  other  offices  the  names  of  male  eligibles 
intered  on  both  the  clerk  and  carrier  registers.  See  p^e  — ,  section  71. 
1,  In  filling  vacanciefl  in  tbe  position  of  office  deputy  United  States  marshal  cer- 
htion  will  he  made  of  the  names  of  eligibles  who  were  examined  in  tbe  State  In 
■h  the  vacancy  exists. 

7a.  For  method  of  certiflcatJon  for  the  position  of  stenographer  and  typewriter, 
ection  S4a. 

3.  The  names  of  eligibles  for  noneducational  positions  in  the  Quartermaster's 
urtment  at  Large  will  be  entered  on  the  register  for  the  civil-service  district  in 
■h  application  is  filed,  but  preference  in  certification  will  be  given  to  eligibles 
are  residents  of  the  district  in  which  the  vacancy  exists. 

B.  In  filling  vacancies  in  other  services,  certification  will  be  made  of  eligibles 
oined  at  the  place  at  which  the  vacancy  exists  or  in  the  immediate  vicinity. 
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130.  Every  appoiatmentiBniade  (or  a  probatjonary  period  of  six  months,  at  the  end 
of  which  time,  if  the  appointee  is  retained  in  the  service,  such  retention  is  equivalent 
to  his  abeolate  appointment  In  the  poetK)ffice  eervice  the  eix  months'  period  of 
probationary  appointment  b^^ine  from  the  date  of  appointment  as  re^lar  clerk  or 
carrier,  and  not  from  the  date  of  appointment  as  enbstitote. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

131.  A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Com- 
mission in  January  and  July  of  each  year.  It  contaioa  full  information  conceraii^ 
the  r^^lar  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
Rulway  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  otheraervicea. 
A  copy  of  the  Manual  may  be  bad  by  addressing  the  United  States  Civil  Service 
Commisdon,  Washington,  D.  C..  or  the  district  secretary. 

BOOKKEEPER,  TECHNICAL  AND  SCIENTIFIC  EXAMINA- 
TIONS, ALL  SERVICES. 

132.  The  bookkeeper  examination  is  the  same  for  all  branches  of  the  federal 
service.  Technical  and  scientific  examinations  are  announced  from  time  to  time  as 
the  needs  of  the  service  demand  and  are  designed  to  meet  the  requirements  of  the 
positions  to  be  filled.  For  all  of  these  positions  eligibtes  are  certified  to  vacancies  in 
the  departments  at  Washington  or  in  the  local  officen  In  the  vicinity  of  their  placee 
of  residence,  or  elsewhere,  as  in  the  Judgment  of  the  Civil  Service  Commission  may 
be  required  for  the  good  of  the  service. 

Information  concerning  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

RURAL  FREE-DELIVERY  CARRIERS. 

133.  Copies  of  the  regulations  and  other  information  concemii^  examinationB  for 
this  position  may  be  obtained  from  secretaries  of  local  civil-service  boards  and  from 
postmasters  at  offices  from  which  rural  routes  start  or  from  the  Civil  Service  Com- 
mission at  Washington,  D.  C. 

134.  The  minimum  and  maximum  age  limits  for  this  examination  are  17  and  65 
yeaie,  respectively,  the  maximum  limit  being  waived  in  the  cases  of  honorably  dis- 
charged United  States  soldiers  and  sailors. 

FOURTH-CLASS  POSTMASTERS. 

135.  On  NovemberSO,  1908,  the  President  issued  an  executive  order  placii^  fourth- 
class  postmasters  in  the  States  of  Maine,  New  Hampshire,  Vermont,  Massachusetts, 
Rhode  Island,  Connecticut,  New  York,  Hew  Jersey,  Pennsylvania,  Ohio,  Indiana, 
Illinois,  Michigan,  and  Wisconsin  in  the  classified  service.  To  be  eligible  for  exami- 
nation applicants  for  this  poeition  are  required  to  be  at  least  21  years  of  age,  except 
that  women  are  eligible  for  examination  at  18  in  States  where  women  are  declared 
by  statute  to  be  of  full  age  for  all  purposes  at  IS.  It  is  also  required  that  an 
applicant  moat  redde  within  the  territory  supplied  by  the  post-office  for  which 
application  is  made,  and  that  he  shall  personally  conduct  the  office  if  appointed. 
Examinations  are  held  only  when  eligibles  are  needed  to  fill  existing  or  contem- 
plated vacancies  in  the  States  named,  and  no  applications  are  received  until  the 
examinations  are  announced.  A  copy  of  the  regulations  governing  the  appointment 
of  fourth-class  postmasters  may  be  obtained  from  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  npon  request. 
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DESCRIPTION  OF  EXAMINATIONS. 
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SecoDd  Rmde.  or  minor  clerical. 
(Time  ■llovred.  4(  boun. ) 

(Time  allowed,  S  houre.)  ' 
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II 
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le  aabject  ol  readlne  addreesa  will  be  omitted  In  examinations  for  servloea  other  than  the  po;t- 
.  and  the  reUtlve  weights  on  a  acnle  of  100  will  be:  Spelling,  15:  aHthmetlc,  20^  leUer  writing.  IB; 
anatalp,  20;  copying  trom  plain  copy.  15;  United  States  geographf ,  10. 
the  flret-grade  esamination  competitors  who  fail  to  attdn  a  rating  of  at  least  70 
ithmetic  or  65  in  report  writing  will  not  be  eligible  for  appointment,  and  the 
iniiig  aabJBctB  of  their  examinBtionB  will  not  be  rated. 
SPECIMEN  QUESTIONS. 
FfHST-ciRADE:  iis:amination. 
Spbllihg:  Twenty  worda  of  more  than  average  difficulty.    2.  Akithiibtio: 
omental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
nple  accounts.    3.  Pbnmanship:  Rated  on  legibility,  rapidity,  neatnesB,  and 
■ai  appearance.    4.  Report  wbitino:  Test  in  writing  in  letter  form  a  report, 
150  to  200  words  in  length,  snmmarizing  and  arranging  in  logical  order  a  series 
taindudedina^venstatementof  400to600words.    5.  Copyinq  and  cx>bsbct- 
ianuscrift:  Test  in  making  a  smooth,  corrected  copy  of  a  draft  of  manuscript 
1  iaclndes  erasures,  misspelled  words,  errore  in  syntax,  etc.    6.  Gboobafht 

:!IVIL  aOTERHHBNT  OP  THE  TJnITID  BtATES. 

!  folloTing  questions  and  t^ats,  which  have  been  used,  indicate  the  general 
ct«r  of  these  subjects: 

t  SalOe«b-8p(iUlng.— 8pelllng  Is.  dtctatod  by  the  examiner.  The  words  are  written  by  tho 
titor  In  the  blank  spacea  Indicated  on  the  flist  sheet  of  the  eiamlnatlon.  All  worda  shODid  be 
sliced  with  capital  letters.  Tbe  examiner  pronouncee  each  word  and  glvea  Its  definition.  The 
tItor  Is  required  to  write  only  the  word  and  not  Its  deflnlUon. 

<Eer.-  A  long  round  body.  Promliiorji:  ConlalnlngHpromise;  as,  a  promlBBory  note,  ^lential; 
UTor  IndlBpensable.  DisceraBile:  Apparent  or  vMble.  Opporfunffv;  A  fltor  convenient  time, 
■d:  False  or  tricky.  Deference;  Respect  or  regard.  tnserHon:  The  act  ol  placing  In;  as.  the 
>D  of  an  advertlsNaent.  FacUUale:  To  make  easy;  as,  to  facilitate  business.  Schenectady:  A 
the  United  Stales.  AiHacent:  Lying  near  or  bordering  on.  Souvenir:  A  token  of  remembrance. 
'ng:  Yielding  or  giving  up;  as,  conceding  a  point.  Linenge:  Line  of  descent  or  ancestry;  as, 
lllaeaga.  DeUteriotu:  Harm  (al  or  Injurious;  as,  deleterious  to  health.  Harismlal;  Onalsvel. 
mV'  An  estate  Inherited  from  one's  father.  Otrttficaie:  A  written  testimony;  as,  a  marriage 
ite.    Saemoir;  A  place  of  storage;  as,  a  water  reservoir,    PHvUege;  A  right;  as.  the  privilege 

nd  SalUmt— Arlllunetlo.'In  solving  problems  theproeessea  should  be  not  merely  (odlceted 
tbe  ftguree  necessary  In  salvlog  each  problem  should  be  given  In  full.  The  answer  to  each 
I  should  be  Indicated  by  writing  ■'Ana,-'  after  It. 

Is  queistlon  comprises  a  test  tn  adding  .numbers  crosswise  and  lengthwise.  There  are  usually 
ilumiuot  abouttwelve  numbers  each  to  be  added,  a.  Divide  47^  by  7),  multiply  tbe  quotient 
id  to  the  product  addo.0907  of  214,e.  3.  Afatherlnvestedasumclentsumof  money  In  Hasea- 
tflvea  at  97],  brokerage)  per  cent,  toglvehlsson  an  annualincomeof  11,100.  Wbatwastbesum 
I?  4.  Tbe  appropriation  lor  the  Civil  Service  Commission  for  tbe  fiscal  year  ended  June  SO,  1SR7, 
S40.  DnrlngthatyearWiOOOpersons  were  examined.  If  34  per  cent  of  this  number  failed  to  pass, 
per  cent  of  those  who i>aned  were  appointed,  what  was  the  average  cost  totbe  Oovemmentof 
pointmentT  5.  On  April  1, 1904,  Amos  Ward  owed  Oravea  &  Coon  Ke.W  on  account,  April  * 
them  A8  barrels  potatoes  at  t^7fi  per  barrel.  April  fi  he  gave  tbem  a  draft  upon  SanE^anclsco 
0.  which  they  accepted  at  t  percent  discount  April  9  they  sold  Ward  SM  bushels  com  at34| 
r  bualiel.  April  It  they  bought  of  Mm  2,H0feet  lumber  at  tl,2fi  pet  himdred  feet,  April  It) 
d  him  S4t  dosen  ehalis  at  90  cents  each.  April  21  Ward  bought  of  them  l,W3  eggi  at  14  oenta 
in,  April  38  he  gave  them  a  note  tor  ll,820,daeln  slxtrdayi.  April  29  he  bought  ol  then 
■t  Dlat.] 
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2,980  pounds  hay  atnCiaton.  Mtkean  Itemiied  statemeDtof  the  above  account  as  It  Bhoold  appear 
taken  from  the  books  of  Word;  make  a  pit>per  heading;  dose  the  acGOnnt;  and  bHn^  down  the 
balance  asitsbontd  have  appeared  May  1, 1904. 

Third  Snl^ect— FeninHnalilp.— The  latlngon  penmanehip  will  bedetenntned  by  lejlbllltr,  ispld- 
ItJ,  neatnosB,  and  ^Qeral  appearance,  and  by  correctness  and  uniformity  In  the  foTmatlon  ot  vords, 
letters,  and  punctuation  marks  fn  the  eienilse  of  the  fourth  subject— report  wriang.  No  particular 
style  of  peumauship  Is  preferred. 

Fonrtta  SalDjeot— K«port  IFrltlnK.— In  this  exercise  the  competlloi  is  given  a  loose  slalement  of 
facts,  400  to  500  words  in  length,  which  he  is  to  summarise  and  airsnge  into  a  logical  and  complete 
report  in  the  form  ol  a  letter  ot  from  150  (o  200  worda 

This  exercise  is  designed  to  test  the  competitor's  knowledge  of  simple  English  eompoeltion  and  hia 
general  IntelliseDce.  In  rating  the  report,  lis  errors  of  form  and  address,  spelling,  capttaliistion, 
punctuatloa,  syntax,  and  style,  and  the  arrangement,  eondseiieas,  and  completeDOsa  of  the  report 
are  considered. 

BlRIi  ButtfBct— Copying:  and  Correcting;  Uaniiacrliit.— Spelling,  use  of  capitals,  and  all  emis- 
sions and  mistakes  will  be  taken  Into  consideration  in  rqting  this  subject. 

JHrecfioTulolAecoiitpctilor.— Write  acoTTecfcd  copy  of  the  mannscilpt  accompanying.  Correct  all 
ereora  <d  syntax,  gpelling.  punctaalion.  and  capitaliiatlon;  write  in  full  abbreviated  words,  etc.,  as 
Indicated.  Do  not  paraphrase  the  language  of  the  copy,  or  Insert,  omit,  or  modify  words,  phrases,  or 
.  ponctuatloQ  marki,  except  as  may  be  neceisary  to  correct  errors. 
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rth  Sal^eet— OflogTapli;  and  CItU  OoTcmmeDt  of  Uu  United  StaMs.— Quentlonul,  2,  aod  3 
19  subject  tm  on  geaenphj  o(  the  Dnlted  BtkUfl  mid  ore  slmUar  to  questions  1. 2,  and  4  of  sccond- 
e  geagnpbj  u  ahowD  under  that  iDbjecC.  ItQentUnu  4  and  6  are  on  cItU  lOTenunent  ol  the 
ed  8lsu».   The  following  queatlona  have  been  lued: 

(a)  How  are  jiuUcea  ol  the  Bupreme  Court  appolntedf  (b)  How  many  amendmeDlB  have  been 
d  to  the  CoDBtltutlDu  ol  the  Uollsd  BtAtes?  6.  (a)  Name  two  wars  <>>  which  a  bUl  miiy  become 
rnlthont  the  Pieeldent'i  elBuanue.  (b)  Name  the  following  bDolalB:  Bpeakeiof  the  Natlonitl 
le  ot  BeprewntJttlTes,  Chief  Justice  of  the  United  States,  and  Seoretar;  or  State. 

8BCON»-OR.U>1]  BSAM I  NATION. 

.  Sfgllino;  Twenty  words  of  averse  difflcnlty  in  common  use.  3.  Abttb- 
:c:  Embracee addition, Bubtrttcti on,  multiplication, and divieionofwholenumbera, 
common  and  decimal  fractJone.  3.  Lettbk  wbitinq:  Test  in  the  use  of  the 
liehlaDgaf^forbiisineeecorreBpondence.  4.  Pbmmaksbip:  Marked  on  legibil- 
rapidity,  neatneee,  and  general  appeamnce.  ff.  Copvino  faou  plain  cops:  An 
t  copy  of  a  few  printed  tines  in  competitor's  handwriting.  6.  Geography: 
jtionB  relating  to  the  bonndaries  of  Spates  and  to  capitals,  largest  cities,  rivers  and 
r  bodies  of  water,  and  the  location  by  States  of  prominent  cities. 
le  fallowing  qnestions  and  testa  which  have  been  used  indicate  the  general  char- 
r  of  these  subjects: 

-■t  Siil|)ect~9p«lliiic.— Spelling-  ia  dictated  hT  the  examiner.  The  noida  are  wiitlen  b;  the 
etllor  In  the  blAok  Bpacu  Indicated  on  the  first  sheet  of  the  eiaxDlnatlon,  All  words  should  l>e 
lenced  with  laplIaJ  letlerH.  The  examiner  pronouncea  each  word  and  glvefl  ita  dehnitlon.  The 
etitor  Is  required  to  write  only  the  word  and  not  lis  definition.      ■ 

loaeni:  One  who  opposes:  u,  a  political  opponent.  Pretidml:  TheChlef  ExecutlTeoftheUnlUd 
t.  COttqu^ror:  One  who  conquem.  Whokiorae:  Healthful;  as,  wholesome  food.  Adileet:  To 
OS.  to  achieve  success.  TVonqBit  Quiet  or  peaceful.  Ddach;  To  sepaiato  or  remove;  aa,  to 
h  a  leaf  from  a  book.  Expmilve;  \eiy  contiY,  iJenose.- Death;  as,  a  person's  decease.  Xolice- 
Worthy  of  notice;  aa.  a  noticeable  occasion.  Siapicioui:  Exciting  auapiclon;  as,  a  sQaplcious 
ostance.  Thrace.- A  raised  bank  of  earth.  Jfopping.- Uatclng  a  number  of  quick  blows.  Laji- 
:  Theapeechof  apeople;  as,  the  English  language.  Schedale:  A  list  or  inventory;  aa,  aachedule 
ces.  Tgiiig:  Binding  or  lestentng  with  a  cord.  Vutgar:  Lowormean.  (burK.*  A  way  of  track; 
ace  conrae.  Salary:  A  ataled  allowance  paid  lor  aervlcea.  Chicago:  A  city  In  the  United  States. 
and  Snl^ect— Arithmetie.— In  solving  problems  Che  processes  should  be  not  merely  Indicated, 
1  the  figures  necessary  In  aolvlng  each  problem  should  be  given  in  full.  The  answer  to  each 
™n  should  l>e  Indicated  by  writing  "Aos,"  after  it. 

idd  the  following,  and  from  the  sum  subtract  32,885,6%  (here  will  be  given  a  short  coltmin  of 
i).  a.  Multiply  7A  by  36.8,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  carrier 
sort  43  lettera  or  S7  papers  In  a  minute.  At  thla  rate,  how  many  hours  will  It  take  him  tooBBorl 
ettersand  1S5  pounds  of  papers,  averaging?  papentothe  pound?  4.  A  lot  which  was  53  feet 
lUd  160  feet  long  sold  tor  Ki.34T.Hi,  which  was  one-iourth  more  than  It  cost.    What  was  the  cost 

'  3  papers  to  every  T  ounces.    How  many  papers  ar«  there  In  the  mall?    16  ounccs^'l  pound. 
rd  Sotject— letter  Writing.— The  competitor  la  permitted  (o  write  on  eltlier  one  of  two 
IH  given.    The  following  subject  has  been  used: 
e  a  letter  ot  not  less  than  126  words,  giving  your  views  aa  lo  the  advanlagea  derived  from  free 

libraries  In  the  principal  cities  ot  your  Stale.  This  exercise  la  designed  chiefiy  to  test  tbe 
titor'BBkillln  simple  English  composlUon.  In  rating  tbe  letter,  its  errors  la  form  and  address, 
lling,  capilallzallon,  punctuation,  synUx,  and  style,  and  11a  adherence  (o  the  subject  will  be 
ered. 

rth  Snljject— Fenmanshjp,— The  rating  on  penmanship  will  be  determined  by  legibility, 
ty,  neatness,  and  general  appearance,  and  by  correctneBs  and  uniformity  In  the  Formation  of 

letters,  and  punctuation  marks  In  the  exercise  ot  the  subject  ot  copying  from  plain  copy.  No 
liar  style  ot  penmanship  la  preferred. 

Ii  Suhjaot'— Oapylug  from  Plain  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
>]y  as  In  copy.    All  omissions  and  mistakes  will  be  taken  Into  consideration  In  rating  this 

e  an  exact  written  copy  ot  the  foUowing; 

!Commendatlon  of  an  applicant,  competitor,  or  eligible  Involving  anydlsclosoreot  his  political 
siouB  opinions  or  alBliatlons  shall  be  received,  filed,  or  considered  by  the  Commission,  by  any 
ot  eiamlners.  or  by  any  nominating  or  appointing  officer.  In  making  removalsor  reductions, 
nposlng  punishment  tor  delinquency  or  misconduct,  penalties  like  In  character  shall  be  im- 
lor  Ilka  offenses,  and  action  thereupon  shall  betaken  Irrespective  ot  the  poUUcal  or  religious 
IS  or  affillatlonB  ot  the  offenders.  A  person  holding  a  position  on  the  dale  said  poaltlon  Is 
ed  under  the  clvll^servlce  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  per- 

the  same  class  or  grade  appointed  upon  examination  under  the  ptvvlaloiu  of  said  act. 

latDiat.] 
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Hith  Sniijeot — Q«ogT^rtij.~S.  B.— Competitors  are  cauUoaed  not  to  eioeed  the  leqnlraasntv 

of  the  queatlDiui  In  their  Knawerg.  h  do  credit  will  be  given  for  additional  InCormaUon. 

1.  Name  Btates  as  toUonB:  Tno  that  border  oa  the  Colombia  River;  two  th&t  border  on  both  the 
Ulasourl  and  UlMloippt  riven:  two  that  tmrder  on  both  Vlr^lDla  and  the  Ohio  River;  two  that  bor- 
der on  Mew  Jeney;  two  that  border  on  the  Savannah  River.  S.  Name:  One  Great  Lake  and  the 
largest  two  ilverswhlch  border  on  nUnola:  three  liverswhlchlwrderon  New  York  (State);  the  State 
In  wbli^  Puget  Sound  la  located;  the  tiod;  of  water  Into  which  the  Peuobecot  Blver  flona;  the  bay 
Into  which  the  Susquehanna  Rtver  flows;  the  Stale  which  the  Platte  Blver  Sows  entirely  acron. 
3.  Name  the  largeet  cltj'  In  each  of  the  [allowiuir-iiamed  Slates,  and  name  the  river  or  bod;  of  water 
on  which  each  city  required  ia  situated:  Connecticut,  Ulsalssippl,  Nebraska.  Minnesota,  Ohio.  4.  In 
what  Slate  la  each  of  the  tollowing-named  prominent  cities  located;  Racine,  Bangor,  Allegheny, 


a,  Los  Angeles,  Bhreveport,  Fargo,  Evan 
Seventb  8nl|)ect— Bemding  Addreaaea  (Poatal).— ThiB  exercise  consisls  ol  the  reading  of  a 
number  of  written  addreeeea,  which  are  pbotoUlbographed  on  one  sheet.  A  second  sheet  la  lur- 
nlahed,  which  contains  the  same  addieasea,  these  addresses  being  printed  and  containing  errors  of 
omlnion,  substitution,  or  InseiHoD.  The  competitor  Is  reqalredtolDdical«  the  errors  In  each  printed 
addiess  by  undersoorlng  with  a  pencil,  thus,  ^^_h  any  portion  ot  a  printed  address  which  le  not  a 
cotTecl  copy  of  the  written  address,  and  by  a  caret,  thus.  A,  any  omitted  words,  figures,  or  initials. 
Words  abbreviated  In  the  wrltlen  address,  but  pilnted  in  full  in  the  printed  address,  are  regarded  aa 
correct.  If  the  correct  words  are  printed.  Dlfferencea  In  punctuation  or  capltallzaUon  are  not 
regarded  as  errors.    The  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy 

The  lollowlnfr  are  Ulustratlooa  oE  the  method  which  shoold  be  pursued  in  Indicating  erroiK 
WRITTEN  ADDRESS— CORRECT. 


'-?/'^^yt^ 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 


D  ADDRE8B-WITH  ERRORS  NOTED, 
114or  A  A.  T.  Chandler, 
rt  ThamMMi,  Alden  Ceontr.  *  lnhnint 
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THIRD -GRADE  EXAMINATION. 

.  Sfbllino:  Twenty  simple  words  in  ordinary  use.  2.  AniTBKEnc:  Embraces 
ition,  Bubtraction,  multiplication,  and  division  of  whole  nambere  and  of  United 
:es  money.  3.  Lbtter  wbitino:  Test  in  tbe  nse  of  tbe  Engliih  Ungnage  for 
inesa  correspondence.  4,  Fbnmansbif:  Marked  on  lability,  rapidity,  neatneee, 
.  general  appearance.  5.  Copyino  fkom  puun  copy:  An  exact  copy  of  a  few 
ited  lines,  in  competitor's  handwriting.    6.  Experikncb. 

he  following  questions  and  tests  which  have  beennsed  indicate  the  general  cbsr- 
tr  of  these  subjects: 

rst  9abJeet—SpeIllnK>— Spelling  Is  dictated  by  the  siunlner.  Tbe  woidB  are  written  b;  tbe 
petlter  In  the  blank  spacea  Indicated  an  the  flist  sheet  of  the  examination.  All  words  should  be 
menced  with  capital  letters.  The  examiner  pronouncea  each  woni  and  gives  ila  definlUoD. 
competitor  la  required  to  write  only  the  word  and  not  Its  deflnlUon. 

gar:  A  sweet  Bubataaro  mode  from  tbe  juiee  of  the  augar  cane.  tUdge;  BomethlDg  given  aa 
rlty.  Cathier;  One  who  baa  charge  ol  money  In  a  bank.  PigaTe:  A  mark  repreaentlng  a  number. 
ying:  Convening  or  tranaporting  in  any  way.  BreaiWi;  The  measure  from  aide  to  side.  Siat: 
amount  of  paper  mode  Id  one  body  or  piece;  aa,  a  sheet  of  paper.  EatUg:  Id  en  easy  manoer. 
itier;  The  border  or  limits  of  a  country.  Patience:  Tbe  state  or  quality  ol  being  patient,  aaeu: 
act  ol  gneealng;  as.  to  guess  at  one's  weight.  Threai:  Tbe  act  of  threatenlDg;  as.  to  make  a 
sL  Diamond:  A  precious  gem.  Viiit:  To  go  to  aee;  as,  In  visit  a  Friend.  Sepatr:  To  mend  or 
e  over;  as,  to  repair  clothes.  PeofAt:  The  body  of  persona  compoaiDg  a  nation;  as.  the  American 
lie.  Rtquirt:  To  be  in  need  of;  aa,  to  require  money.  Oreate:  Soft  animal  lat.  Antatr:  To  reply 
&  to  answer  a  tetter.    £iis(:  To  live:  as.  to  eilat  in  poverty. 

cond  Sahject— Arithmetic— In  solving  problems  tbe  processes  afaonld  be  not  merely  Indicated, 
lH  the  figures  necessary  in  solving  each  problem  should  be  given  13  full.  The  answer  to  each 
lem  should  be  indicated  by  writing  "Ans."  after  it. 

(This  question  will  consist  of  a  short  column  of  ilgurea  to  be  added.)  a.  Divide  Z,40S,bS8  by 
.  3.  Multiply  8.S4a  by  60S,  and  then  subtract  9S,74S.  4.  A  merehant,  who  spent  1225.  bought  69 
Ida  of  butter  at  30  cents  per  pound,  84  barrela  of  apples,  at  12.25  per  barrel,  and  spent  the  remain- 
lot  conee.  How  much  did  he  spend  for  coffee?  S.  During  the  month  of  August  150.000  boahels 
heat  were  shipped  (rom  a  certain  port.  During  September  87,990  more  bushels  were  shipped 
during  August,  What  was  tbe  total  number  of  bushels  ahlpped  in  tbe  two  monthaT 
■IrdSul^ect— Letter  WrlttDE.— The  competitor  la  permitled  to  write  on  either  one  ol  two  sub- 
i  given.   The  following  subject  baa  been  used: 

ite  a  letter  containing  not  leas  than  iCO  words  slating  some  of  the  advantages  now  derived  by 
kind  from  tbe  art  ol  printing.  This  exercise  is  designed  chieBy  to  test  the  competitor's  skill  in 
mple  Bnglisb  composition.  In  rating  the  letter  Ita  errors  In  form  and  addrete.  In  spelling,  cap- 
«tion.  punctuation,  synlai.  and  atyle,  and  its  adherence  to  the  subject  will  be  considered. 
'urth  SnUect— Penmanihlp.— The  rating  on  penmanship  will  be  determined  by  legibility, 
llty,  neatness,  and  general  appearance,  and  by  correctneea  and  uniformity  in  the  formation  ol 
la,  letters,  and  punctuatiou  nurks  in  the  ezerciae  of  the  fifth  aubject— copying  frem  plain  copy, 
articularstyle  of  penmanship  la  preferred. 
fth  Suldoct-CopytiiK  rrom  Plain  Coj 
iaely  as  in  the  copy.  All  omiaalona  and  mlatakea  will  \x 
xt. 

ike  onemrt  JuriOen  copv  of  the  foUoMdng; 

0  present  poetal  policy  la  to  carry  newapapeis  in  some  cases  free,  and  in  all  other  cases  at  mncb 
r  rates  of  postage  than  Is  cbarged  for  letters;  the  one  being  for  the  public  weal,  while  the  other 
'private  benefit.  II  the  telegraph  becomes  a  partol  the  service,  It  will  still  be  the  duty  of  tbe 
rtment  to  transmit  telegrama  lor  tbe  preaa  at  much  lower  rates  than  for  private  Individuals. 


9  soon  aa  practicable  after  an  examination  tbe  papers  of  the  competitors  are  rated 
the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
'  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating: 

BDLKS  FOB  BATINO  SPBLUMQ.  FrOm  100 

deduct— 

ir  each  enor  in  speUing  when  the  eierclae  consists  0(20  words 1 

ireach  error  in  capitalliation 1 

ireacb  failure  to  use  or  for  each  wrong  use  of  the  hyphen  and  lor  each  Improper  dlvl- 
(lonof  a  word  into  a  compound  word  when  required  to  be  written  solid Z 

[IstDUt] 
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BITLn  VOB  SATING  ABITHHEnC.  FlDm  IDO 

deduct— 
1.  For  each  wrong  pTvceas.  producing  Inconect  reaull,  in  proporUan  to  the  number  of  atepa 

iDTOIved  and  gravit;  ol  ecTor. 10  to  100 

*2.  For  declinal  error  and  for  each  evaalon  of  a  declm&l  or  common  fraction  teat ^ 

3,  Foreach  eiTorin  computationorin  copying  fram  the  printed  queeUoD  oi  from  work 10 

4,  For  minor  ertoil,  Buoh  oa  wrong  indication  of  a  correct  process,  incorrect  or  inoonglBteiit 

punctuaticn,  improper  use  of  aymboia  of  designation,  improper  or  Incorrect  designation 

of  a  partial  or  Bnal  rcBUlt,  etc 5  to  10 

5,  For  failnre  to  sliow  work  as  required  iUBolDtiooof  problems 26  to  76 


In  rating  the  letter,  itienonln  form  and  address.  In  apeUlog.  capitalization,  puncCuatioD,  ijnlax. 
and  style,  and  ltd  adherence  to  and  treatment  of  the  subject  giveo  are  cooaldered.  and  its  value,  in 
the  judgment  of  the  examineiB,  determined  on  a  ecale  of  100. 

In  determiulng  the  raQng  lor  letter  writing  it  la  proper  for  the  eiamlner  to  be  guided  in  a  geneial 
war  by  the  following  scheme:  Excellent,  SS  to  90;  good,  90  to  SO;  lair.  80  to  70;  ordinary,  70  to  tW;  poor. 
80  to  SO;  very  poor,  60  to  26;  practically  worthless,  25  to  0. 

In  general,  in  addition  to  conciseDesB  and  completeness  of  the  sommar]'.  the  same  elemeuta  will  be 
considered  in  rating  tbiseabjectaa  are  coi^eidered  in  latlng  letter  wdtlng,  and  tbe  ratings  will  be 
determined  upon  practically  the  some  basis. 

Penmanship  la  rated  according  to  its  value  on  a  scale  of  100.  lu  determining  the  rating,  leglblUt;. 
rapidity,  neatness,  and  general  appearance,  as  well  as  correctneaa  and  anlformity  tn  the  formation  of 
words,  letters,  and  punctuation  marks,  are  considered,  and  it  is  proper  for  eiaminera  to  be  guided  in 
ageneralwaybythelollowlngsoteme;  Eioellent,90toS6;  very  good,  86  to80;  good,80to76;  ordinary, 
76  to  70;  poor,  70  to  65.  very  poor,  66  to  60;  below  the  grade  of  "very  poor,"  60  to  ID. 

daducl— 

1.  For  each  word  or  flgnre  omitted,  repeated,  aobatltnted,  or  improperly  Inserted B 

2.  For  each  error  in  spellingi  for  each  traospoaition,  for  each  abbreviation  notlothe  copy,  for 

each  failure  to  capitaiize  acconllng  to  copy,  for  each  failure  to  punctuate  according  to 
copy,  for  each  (allure  to  indent  margin  as  in  copy,  for  each  error  In  paragraphing,  and 
lor  irtesularlty  In  lelt-hand  margin 6 

3.  Foreaeh  mladi  vision  of  a  word  at  the  end  of  aline,  for  each  omission  or  Improper  use  of 

the  hyphen  in  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered,  iDterlined,  or 
canceled,  for  eacb  blot  or  minor  eranure,  if  not  neat 1 

4.  pyir  any  other  deviation  from  copy  not  coveted  by  the  foregoingi  charges  are  made  in  the 

discretion  of  Che  examiners. 

BULKS  FOB  KATINQ  COFTItK!  HID  OOSBBCTtKO  lUinWCBtPr,  mm'  QBADK.  Tnym  100 

deduct— 

1.  For  each  error  in  spelling  (only  one  charge  to  be  made  for  the  repealed  misspelling  of  the 

same  word  In  the  same  manner):  for  each  enor  In  syntax  (no  charges  to  be  mode  for  ' 
couBcquenllai  errors) :  for  each  word  omitted,  inaetted,  or  anbetituted  which  avoids  a  test 
or  causes  an  essential  change  In  meaning;  lor  failnre  to  write  any  tnnsiJOEitlon,  inser- 
tion, or  incloBure  as  indicated;  for  restoring  a  word  or  wonls  canceled  in  the  copy  (only  3 
to  be  charged  for  restoring  any  group  of  words  canceled  together  in  copy);  for  eacb  Im- 
portant word  omitted  from  a  phrase  or  other  gronp  of  words 3 

2.  For  making  anylransposltlon  of  awordorgroup  of  words  not  indifcated;  for  each  abbrevia- 

tion; for  irregularity  in  left-hand  margin  (In  each  o(  the  three  cases  indicated  according 

to  gravity  of  erior) 1  to3 

5.  ForwriOngpartof  tbeexerciseandthencommenclngogain;  for  signing  name 5 

4.  For  each  change  in  tense  or  number  w bleb  dees  not  result  In  an  errorof  syntax  or  radical 

change  In  meaning  (only  one  charge  to  be  made  for  a  consistent  sequence  of  changes): 
tor  each  word  omitted.  Inserted,  substituted,  or  repeated  which  does  not  avoid  a  test  or 
cause  an  essential  change  in  meaning;  for  each  error  in  capitalization,  panctuation.  1n- 
denlation,  patagrapliing,  or  in  dlvl^on  of  words;  for  each  omissian  of  tbe  hyphen  or  for 
placing  It  at  the  beginning  of  the  line  instead  of  at  tbe  end  of  tbe  preceding  line  (total 
charges  in  either  case  not  to  exceed  6);  for  stenographic  periods  (only  one  charge  In  ex- 
en;isej;  for«acb  blot,  each  word  interlined  or  oanceled,  each  alteration  or  erasure  If  not 
neat  (not  more  than  6  to  be  charged  for  any  one  Interlineation,  cancellation,  alteration, 
oreiosure);  foromitting  an  aoimportant  word  from  phrases  or  other  groups  olwords;  for 
the  omission  or  insertion  o(  a  stroke  in  a  letter 1 

6.  Forparaphrasingthelangnageof  the  text,  according  to  gravity  of  error 5  to  100 

[IstDlBt.] 
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iling  tbls  subject  eaeb  anairer  iaraled  in  the  judgment  of  tl 
mle  ol  IX. 

'ntliequeslioii  requires  In  the  aiiswei  a  apeeiSed  aumber  of  States,  countries,  cities,  rlveirs,  or 
of  Haters,  etc.,  and  the  answer  conlains  a  greater  number  than  Is  required  by  the  question, 
Qcorrect  part  oc  point  aball  be  charged  the  value  of  a  required  part 


rating  on  Ibia  subject  Is  for  aecnrac;  (mJy.  A  cbargeof  2  Is  made  for  each  error  or  omission 
the  eiTora  on  the  printed  eheet  when  compared  with  the  correct  written  addreraea  give 
flerence  between  tbe  sum  of  the  enon  thus  found  and  IDO  Is  the  rating  on  tbls  subject. 
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GENERAL  INFORMATION. 

'  applicants  fail  to  execute  their  applications  properly  or  fail  in  tho  eiamina- 
ot  through  a  hick  of  knowledge,  but  laigely  through  haste  and  careleaBnees 
ing  and  interpreting  queetione  and  in  writing  the  anawers.  Great  care  should 
rcised  in  completing  the  application  to  see  that  every  requirement  has  been 
5m.plied  with.  In  the  examinations,  while  competitors  must  complete  their 
'ithia  a  prescribed  time,  it  is  ample  for  the  careful  consideration  of  every 

;t  section  2S  ol  the  CTimlnal  Code  of  the  United  States  any  false  statement  In  an 

tlon,  alteration  of  a  voncher  or  certiflcate,  oi  the  presentation  to  the  Commission 

such  paper  1b  a  vioIaUon  of  the  law.     A  number  of  convlctiDUs  of  peisons  gaUtf 

the  statute  mentioned  have  been  secured. 

Commiseion  i«  not  responsible  for  delay  in  the  receipt  of  applications.    Appli- 

1  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.    Mailing  an 

ition  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 

:^cpt«d  unless  actually  received  by  the  district  secretary  within  the  time  limit 

bed  for  the  examination  desired, 

ens  who  have  applied  for  an  examination,  or  who  have  passed  an  examination, 

keep  the  district  secretary  informed  of  any  change  of  post-office  address, 
e  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  el^ible.  A  request  to 
n  address  changed  should  always  be  made  in  writing,  which  should  relate  only 
change  in  address,  and  should  indicate  the  kind  of  examination  taken,  and,  if 
tional,  the  place  and  date  of  examination, 

results  of  examinations  are  determined  as  promptly  as  possible,  and  competitor 
tified  of  their  averages  as  soon  ae  the  rating  of  their  papers  is  completed.  Nothing 
i  gained  by  writing  to  either  the  district  secretary  or  the  Conunisaion  to  expedite 
ting. 

civil-service  act  provides  that  whenever  there  are  two  or  more  members  of  a 
'  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member  of 
amily  shall  be  eligible  for  appointment  to  any  of  the  said  grades.  The  Attomey- 
al,  on  May  25, 1907,  rendered  an  opinion  that  where  two  or  more  members  of  a 
/  are  in  the  public  service  in  the  grades  covered  by  the  civil-service  act  the 
lisaion  is  authorized  and  required  to  withhold  from  certification  the  name  of  any 
member  of  such  family.  Applications  will  be  accepted  from  such  persons,  but 
namea  will  not  be  certified  so  long  as  two  or  more  members  of  their  respective 

CIVIL- SERVICE  SCHOOLS  AND  INSTITUTES. 

;  Commission  has  no  connection  with  any  civil-service  school  or  institute  doing 
698  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in  regard 
:h.  Their  representatives  are  not  pennitted  to  inspect  the  examination  papers 
mpetitors.  Authentic  information  in  regard  to  examinations  may  be  obtained 
from  the  United  States  Civil  Service  Commission  or  the  district  secretary  and 

RST,  SECOND,  AND  THIRD  GRADE  EXAMINATIONS. 

r  positions  in  all  field  branches  of  the  service  which  require  a  mental  test  but 
ot  require  technical  qualifications,  examinations  of  three  grades  or  degrees  of 
■ulty  are  held,  namely: 

First  grade,  or  clerical. 

Second  grade,  or  minor  clerical. 

Third  grade,  or  subclerical. 


:.vGoo<^Ic 


IUclbl«>  will  be  certlfled  lor  tilling  vaoanolei  ai  they  mar  occni  Is  any  bttaoli  ol 
the  field  terrlce  coreied  by  the  grade  of  eiamlnatloii  they  have  paaaed.  (See  Bnlei 
govemlnf  oeitiftoatlonB,  page  13.)  ApplicantB  foi  the  fliat  and  thlid  grade  examlna- 
ttons  ahonld  theieloie  apply  toi  "all  serrlces"  ta  theli  appUcattons,  imleis  there  are 
one  or  moie  lerriceB  in  whlcli  they  will  not  accept  appciatment.  In  this  event  they 
ahonld  specifically  ennmeiate  In  theli  appUcaUoua  the  senlces  In  which  appointment 
Is  NOT  deelied  In  oidei  that  theii  namea  may  not  be  certified  toi  thoae  serrlcea. 

THE   FIRST    ORADE,    OR    CLERICAL,    EXAMINATION. 

For  deecription  of  examination,  sample  queetione,  etc.,  eee  page  15. 

Age  limit,  IS  years  or  over. 

Application  form,  1371. 

This  examination  is  given  for  the  podtioos  of  aseietant  weigher  and  day  iniipector 
(except  at  the  port  of  BalttmoK),  clerk,  inspectreas,  storekeeper,  deputy  officer, 
gauger  and  eample'r  in  the  Cuatom-House  Service;  clerk,  office  deputy  collector,  divi- 
sion deputy  collector,  gauger,  stoKkoeper,  and  storekeeper-^uger,  in  the  Internal- 
Revenue  Service;  the  position  of  office  deputy  United  States  marshal,  and  all  clerical  ' 
positions  requiring  similar  qualifications  ia  stl  field  branches  of  the  service.  Persona 
desiring  examination  for  any  of  these  positions  should  apply  for  the  "First  Grade,  or 
Clerical, "  examination. 

This  examination  will  be  held  aonually  on  the  first  Saturday  in  February,  at  the 
following-named  places: 


District  of  Columbia; 

Washington. 
Maryland: 

Annapolis. 

Baltimore. 

Cumberland. 

Easton. 

Hagerstown. 

Salisbury. 
North  Carolina; 

Asheville. 

Charlotte. 

Durham- 
Elizabeth  City. 

Greensboro. 

Newbem. 

Baleigh. 

Statesville. 

Wilmii^ton. 

Wiiaton-Salem. 


Vii^nia; 

Alexandria. 
Bristol. 

Charlottesville. 
Danville. 
Fredericksburg. 
Lynchburg. 
Newport  News. 
Norfolk. 
Petersburg. 
Eictunond. 
Roanoke. 
Staunton. 
Winchester. 
est  Virginia: 
Bluefield. 
Charleeton. 
Clarksburg. 
Huntington. 
Uartinsburg. 
Parkersburg. 
Wheeling. 


Application  blanks  may  be  secured  between  Uie  Ist  of  October  and  the  2d  of  Jan- 
nary,  either  from  the  local  secretaries  at  the  poet-officee  in  the  cities  named  (except 
Washington,  D.  C)  ot  from  the  Secretary,  Ponrth  Civil  Service  District,  Washington, 
D.  C.  Applications  to  receive  considemtion  for  the  February  examination  must  be 
filed  with  the  district  secretary  at  Washington  not  later  than  the  hour  of  closing  busi- 
ness on  January  2.  AppUcations  received  after  the  time  specified  will  not  be 
accepted. 
t4tb  Dm.] 
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1  it  become  neceesary,  to  meet  the  needs  of  the  service,  to  hold  examiua- 
:iny  of  the  above-named  or  other  places  on  datea  other  than  that  of  the  annual 
itiQn  in  February,  due  aoDouiicement  of  eucb  extra  examinations  will  be  made 
ublic  press. 


eacription  of  examination,  sample  questione,  etc.,  see  p^e  16. 
examination  is  given  for  the  poeitions  of  clerk  and  carrier  for  city  delivery 
Post-Office  Service,  an)}  for  minor  clerical  positions  in  other  services.    Full 
ition  concerning  the  Post-Offlce  Service,  including  datee  and  placea  of  exami- 
1,  will  be  found  on  pages  7  to  10,  inclusive. 

lid  vacancies  occur  in  minor  clerical  poeitions  in  branches  of  the  service  ottier 
he  poet-office,  they  will  be  filled  by  examination  consisting  of  the  second- 
jubjects  as  shown  on  page  16,  omitting  the  test  in  reading  addresses.  Such 
lations  will  be  held  only  when  eligiblea  are  needed  and  will  be  duly  announced 
public  press. 

THIRD   GRADE,   OR  SUB  CLERIC  AT^,  EXAMINATION. 

description  of  examination,  sample  questions,  etc.,  see  pi^  18. 

limit,  18  years  or  over. 

ilication  form,  1800, 

a  examination  is  given  for  the  positions  of  attendant,  foreman,  and  night  inspec- 

the  Custom-House  Service,  and  for  messei^r,  watchman,  classified  laborer, 
i  laborer,  and  all  positions  requiring  similar  qualifications,  in  all  field  braacbee 


B  examination  will  be  held  annually  on  the  first  Saturday  in  February  at  places 
ich  the  flrst-grade  examination  will  be  held  as  Indicated  on  page  4. 
plication  blanks  may  be  secured  between  the  Ist  of  October  and  the  2d  of  Jan- 
eitber  from  the  local  secrettu'ies  in  the  cities  named  (except  Washington,  D.  C.) 
>m  the  Secretary,  Fourth  Civil  Service  District,  Washii^ton,  D.  C.  Applica- 
to  receive  consideration  for  the  February  examination  must  be  filed  with  the 
ct  secretary  at  Washington  not  later  than  the  hour  of  closii^  btiainess  on  Jan- 
2.  Applicationa  received  after  the  time  specifled  will  not  be  accepted. 
ould  it  become  necessary,  to  meet  the  needs  of  the  service,  to  hold  examinations 
y  of  Hie  places  named  on  page  4  or  other  places  on  dates  other  than  that  of  the 
al  examination,  due  announcement  of  such  extra  examinations  will  be  made  in 
lubUc  press. 

jplicanls  for  (he  subclerical  examination  must  be  able-bodied  and  physically 
ble  of  perform!  i^  manual  labor. 

lie  applicants  for  the  third-grade,  or  subclerical,  examination  may,  upon  their 
est,  take  the  strength  test  which  is  given  to  applicants  for  the  position  of  un- 
ed  laborer,  and  which  consists  of  lifting  and  shouldering  125  pounds  weight.  If 
'  pass  the  strength  t«et  in  addition  to  the  subclerical  examination,  it  will  be 
d  on  the  register  aa  in  the  nature  of  a  qualification.  If  an  appointing  officer 
testa  certification  from  the  third-grade  register  of  those  persona  capable  of  per- 
ling  heavy  manual  labor  connected  with  a  subclerical  position,  certification  will 
nude  from  those  standing  highest  in  the  educational  examination  who  have  also 
■ei  the  strength  test. 

ItltlDbU] 
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INTERNAL-REVENTJB  SERTICE. 

The  firtt-grade,  or  clerical,  examinktion  ia  given  for  positione  in  thia.  service  as 
followe:  clerk,  office  deputy  collector,  divisioD  deputy  collector,  gauger,  storekeeper, 
and  atorekeeper-gauger. 

ApplicantB  who  pass  the  examination  held  at  the  (oUowii^-Dained  pkcM  will 
be  eligible  for  appointment  in  the  in temal-re venue  service  in  the  intemal-reveone 
district  in  which  such  places  are  located,  as  indicated  below: 


The  Second  Internal-Revenue  District  of 
Virginia: 

Fredericksburg,  Va. 

Newport  News,  Va. 

Norfolk,  Va. 

Fetersbu^,  Va. 

Richmond,  Va. 
The  Sixth  Internal-Revenue  District  of 
Virginia: 

Alexandria,  Va. 

Bristol,  Va. 

Charlottesville,  Va. 

Danville,  Va. 

Lynchburg,  Va. 

Roanoke,  Va. 

Staunton,  Va. 

Winchester,  Va. 
The  Intemal-Revenue  District  of  Mary- 
Annapolis,  Md. 

Baltimore,  Ud. 

Cumberland,  Md. 

Easlon,  Md. 

Hagerslown,  Md. 

Salisbury,  Md, 

Washington,  D.  C. 

For  description  and  date  of  examination,  see  pages  4  and  15. 

Storekeepers  and  gangers  whose  compensation  does  not  exceed  (3  per  diem  when 
actually  employed,  and  whose  aggregate  compensation  does  not  exceed  9500  per 
annum,  are  not  subject  to  competitive  examination,  except  in  the  Fifth  Internal- 
Revenue  District  of  North  Carolina. 

The  position  of  messenger  in  this  service  and  other  pceitions  requiring  simikr 
qualifications  are  filled  from  registers  established  as  a  result  of  the  third  grade,  or 
eubclerical,  examination.    See  pages  6  and  18. 

CUSTOM-HOUSE  SERVICE. 

The  first  grade,  or  clerical,  examination  is  given  for  positions  in  this  service  as 
follows:  assistant  weigher  and  day  inspector  (except  at  the  port  of  Baltimore),  clerk, 
inspectreas,  storekeeper,  deputy  officer,  gauger,  and  sampler. 

The  third  grade,  or  subclerical,  examination  is  given  for  the  pofitiona  oi  attendant, 
foreman,  night  inspector,  meesenger,  watchman,  and  classified  laborer. 

meat  In  this  service  sboold  appi;  for  ei 
District  of  Uaiyluid. 

[4Ui  Diat.] 


The  Intemal-Revenue  District  of  West 
Virginia: 

Bluefield,  W.  Va. 

Charleston,  W,  Va. 

Clarksburg,  W.Va. 

Huntii^rton,  W.  Va. 

Martinsburg,  W.  Va. 

Parkereburg,  W.  Va. 

Wheeling,  W.  Va. 
The  Fourth  Intemal-Revenue  District  of 
North  Carolina: 

Durham,  N.  C. 

Elizabeth  City,  N.  C. 

Greensboro,  N.  C. 

Newbern,  N.C. 

Raleigh,  N.  C. 

Wilmington,  N.  C. 
The  Fifth  Internal-Revenue  District  of 
North  Carolina; 

Ashevllle,  N.  C. 

Chariotte,  N.  C. 

Statesville,  N.  C. 

Winston-Salem,  N,  C. 
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■m-hoi^ee  in  the  Fourth  Civil  Service  District  are  located  at: 

dria,  Va.  Elizabeth  City,  N.  C.  Tappahannock,  Va. 

)lis,  Md.  Newbern,  N.  C.  Waahington,  D.  C. 

ore,  Md.  Newport  News,  Va.  Wheeling,  W.  Va. 

rt,  N.  C.  Norfolk,  Va.  WilmingtoD,  N.  C. 

harles  City,  Va.  Peterebui^,  Va. 

d,  Md.  Richmond,  Va. 

iescription  and  date  of  examinations,  see  pages  3  to  5,  incluaive.     In  filling 

ies  ia  the  Custom-Houae  Service,  certification  will  be  made  of  the  names  of 


!8  examined  at  the  port  at  which  the  vacancy  exiata  except,  where  ej 

Id  at  Bubjiorta  for  the  convenieDce  of  applicants  the  highest  eligibles  will  be 

d  who  were  examined  at  the  port  and  subports. 

x-inatione  for  the  custom-houses  at  Beaufort,  N.  C,  Cape  Charles  City,  Va., 

id,  Md.,  and  Tappahannock,  Va.,  will  be  held  only  when  eligibleaaie  needed 

le  announcement  will  be  made  in  the  public  piees. 

minatioDfi  for  the  positions  of  assayer,  cashier,  chief  or  special  deputy  collector, 

y  naval  officer,  deputy  surveyor,  examiner  and  weigher,  are  held  only  when 

ea  are  needed,  and  will  be  duly  announced  in  Oie  public  press. 

examination  for  opener  and  packer  will  consist  of  the  third  grade,  or  subcleri- 
ubjecte,  with  a  weight  of  10  per  cent;  experience,  60  percent;  and  physical 
f ,  30  per  cent.  Special  credit  will  be  given  tor  experience  in  opening  and 
i^  general  merchandise.  Application  form  1800.  This  examinanation  will  be 
inly  when  eligiblee  are  needed,  and  due  announcement  of  examinations  will  be 

in  the  public  press. 

most  positionB  of  boatman  a  noneducational  examination  is  given.  A  few  such 
ons  require  also  a  mental-  test,  and  in  such  cases  the  examination  will  consist  of 
lucational  subjects  of  the  third  grade,  or  aubclerical,  examination  with  a  wCiJ^t 
percent;  experience,  50  per  cent;  and  physical  ability,  30  per  cent.  When  no 
al  test  is  required,  the  examination  will  coneiat  of  the  subjects  of  experience  and 
cal  ability.  When  a  noneducational  examination  is  given,  appHcanta  areUot 
red  to  appear  at  any  place  for  examination.  Applicatiop  form,  ISOO.  This 
lination  will  be  held  only  when  el^blea  are  needed,  and  due  announcement 
aminations  will  be  made  in  the  public  pieas. 

ere  are  no  podtions  in  the  Custom-House  Service  in  the  Fourth  Civil-Service 
ict,  which  are  filled  from  the  second  grade  or  minor  clerical  register. 

the  Custom-House  Service  women  are,  unlesB  otherwise  specified,  Eligible  for 
intment  to  the  following-named  positions  only:  deputy  collector,  deputy  eur- 
T,  clerk,  stenographer  and  typewriter,  inspectress,  and  cashier. 
.  the  port  of  Baltimore  the  entrance  salary  for  clerks  is  |840  per  annum,  with  a  pro- 
■n  for  promotioo  to  f  1,000  per  annum  at  the  end  of  one  year's  satisfactory  service. 

POST-OFFICE  SERVICE. 

)r  the  positions  of  clerk  and  carrier  tor  city  delivery  the  second  grade,  or  minor 
cal,  examination  ia  given.  For  description  of  this  examination  see  page  5. 
pplicantB  for  examination  for  appointment  to  the  Pcet-Office  Service  should  apply 
the  "clerk,"  "carrier,"  or  "cierk-carrier"  examination,  depending  upon  the 
tioQ  or  positions  desired.  (See  page  9.)  Application  should  not  be  made  for 
"second  grade"  or  "minor  clerical "  examination, 
pplication  form,  1371. 

ge  limits,  18  to  45  years.    The  age  limits  are  waived,  however,  in  the  cases  of 
(ons  honorably  discha^ed  from  the  military  or  naval  service  by  rtaton  of  dutUrilitg 
vlting  from  wounds  or  sickness  incurred  in  the  line  of  duty. 
[Kb  Dbt.j 
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Harried  women  will  not  be  examined  for  the  Post-Offlce  Service.  This  piobibition, 
however,  does  not  apply  to  women  who  are  divorced  or  those  who  are  separated  from 
their  husbands  and  support  themselves. 

Applicants  for  the  Post-Offlce  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Offlce  Department  has  advised  the  Commission  that  no 
person  who  is  defective  in  any  of  the  following-named  particulate  will  be  appointed 
to  the  position  of  carrier  in  the  Foet-Office  Service;  Euncbbacks;  persons  having 
defective  hearing,  sight,  or  speech;  peisons  blind  in  one  eye;  one-armed,  one-handed, 
or  one-l^ged  perBone,  or  those  having  crippled  anns  or  legs,  or  those  suffering  from 
asthma  or  hernia.  These  defects  will  also  debar  a  person  from  appointment  to  the 
position  of  clerk  in  the  Poet^Office  Service,  except  that  deaf  mutes  and  persona  with 
defective  speech  or  hearing  may  be  appointed  to  the  positions  of  mail  clerk,  dis- 
tributer, and  directory  and  forwarding  clerk.  Applications  from  persons  who  are  not 
.entitled  to  examination  on  account  of  physical  defects  will  be  canceled,  unless  such 
persons  are  honorably  discfiarged  United  Statee  soMiere  or  sailors,  entitled  to 
preference  under  section  1754,  Revised  Statutes  ot  the  United  Statee.  (See  para- 
graph (e),  page  2,  for  physical  defects  which  will  debar  peisons  from  any  examina- 

Uale  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
aro  not  required  to  be  of  any  specific  height  or  weight. 

Examinations  for  the  following-named  first-class  offices  will  be  held  on  the  first 
Wednesday  or  Saturday  in  November  of  each  year,  as  indicated: 
Asheville,  N.  C.  (Wednesday).  Newport  News,  Va.  (Wednesday). 

Baltimore,  Md.  (Wednesday).  Norfolk,  Va.  (Wednesday). 

Charleston,  W.  Va.  (Saturday).  Parkersburg,  W.  Va.  (Wednesday). 

Charlotte,  N.  C.  (Wednesday).  Petersbu^,  Va.  (Wednesday). 

CUirksbuig,  W,  Va.  (Wednesday).  Portsmouth,  Va.  (Saturday). 

Cumberland,  Md.  (Wednesday).  Raleigh,  N.  C.  (Wednesday). 

Danville,  Va.  (Saturday).  Richmond,  Va.  (Wednesday). 

Durham,  N.  C.  (Wednesday).  Boanoke,  Va.  (Wednesday). 

Fairmont,  W.  Va.  (Saturday).  Washington,  D.  C.    (See  below.) 

Greensboro,  N.  C,  (Saturday).  ^yheeling,  W.  Va.  (Wednesday). 

HagetHtown,  Md.  (Wednesday).  Wilmington,  N.  C.  (Wednesday). 

Huntington,  W.  Va.  (Saturday).  Winston-Satem,  N.  C.  (Saturday). 

Lynchburg,  Va.  (Saturday). 

Blank  forma  of  application  may  be  obtained  only  between  July  1  and  October  1, 
either  from  the  "Secretary,  Fourth  Civil  Service  District,  Washii^ton,  D.  C,"  or 
from  the  local  secretary  at  the  office  where  appointment  is  desired.  Applications 
must  be  properly  executed  and  filed  with  the  district  secretary  at  Washington,  D.  C., 
between  July  1  and  the  close  of  business  on  October  1. 

Examinations  for  the  Washington,  D,  C,  post-office  will  be  held  on  the  first  Wednes- 
day in  November  of  each  year.  Application  blanks  may  be  obtained  from  the  "Sec- 
retary, Fourth  Civil  Service  District,  Washington,  D.  C,"  between  July  land  October 
15.  Applications  should  be  properly  executed  and  filed  with  the  district  eecretary 
at  Washington  between  July  1  and  the  close  of  business  on  October  15. 

Applications  for  the  November  examinations  presented  at  other  times  will  not  be 
accepted.  Whenever  extra  examinations  may  become  necessary,  to  meet  the  needs 
of  the  service,  due  announcement  will  be  made  of  the  datee  and  places  of  such  exami- 
nations, and  also  of  the  time  allowed  for  the  filing  of  applications. 

[4th  Dlat.) 
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pergOD  can  not  at  the  same  time  be  an  applicant  for  or  el^ble  from  examination 
more  thao  one  fitBt-claaa  post-office.  This  restriction  will  not  apply,  however, 
■n  an  examination  ia  held  for  any  of  these  offices  on  a  date  other  than  that  of  tbe 
liar  annual  examination  in  November.  Such  extra  examinations  will  be  held 
/  when  eligiblee  are  needed,  and  will  be  duly  announced. 

or  tbe  following-named  offices  the  namea  of  male  etigibles  will  be  entered  on  only 
register — namely,  the  "clerk"  or  the  "carrier"  register — and  male  applicanta  for 
«  offices  muit  iruiuxite  in  their  applicatiema  whether  they  desire  the  position  of 
rk"  or  "earner:" 

timore,  Md.  Portsmouth,  Va.  Washington,  D.  C. 

folk,  Va.  Richmond,  Va.  Wheeling,  W.  Va. 

request  for  a  change  in  tbe  designation  of  the  position  desired  by  an  applicant 
t  be  made  in  writing  and  be  received  by  the  district  secretary  on  or  before  the 
■  set  for  the  close  of  receipt  of  applications;  otherwise  no  change  will  be  made. 
he  name  of  each  male  eligible  for  any  postnaffice  not  mentioned  in  the  preceding 
igraph  will  be  entered  on  both  the  male-clerk  register  and  the  carrier  register,  and 
be  certified  in  its  order  to  vacancies  occurring  in  the  position  of  either  male  clerk 
arrier,  without  regard  to  any  choice  of  position  expressed  by' the  eligible  in  his 
lication.  Male  eligibles  will  be  entitled  to  three  considerations  from  the  male- 
k  roister  and  three  considerations  from  the  carrier  register.  Failure  of  selection 
I  one  register  or  declination  of  appointment  when  selected  will  not  affect  the 
.ble'e  standing  on  tiie  other  register.  Appointment  from  either  register  will 
ove  tbe  eligible'a  name  from  both  registers. 

I  the  .Fost-Office  Service  appointmente  are  usually  made  to  the  position  of  sub- 
ite  clerk  cr  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
jnal  appointment  to  the  first  vacancies  occurring  in  regular  positions. 

erks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery  serv- 
ire  divided  into  six  grades,  aa  follows:  First  grade,  salary  (600;  second  grade, 
y  $800;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 
30;  sixth  grade,  salary  (1,200.  Clerks  and  carriers  at  firBt<lass  offices  will  be  pro- 
id  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 
be  promoted  successively  to  the  fourth  grade. 

II  promotions  of  both  clerks  and  carriers  will  be  made  at  the  banning  of  the 
ter  following  the  expiration  of  the  year's  service  in  the  next  lower  grade.  No 
QOtion  will  be  made  except  upon  evidence  satisfactory  to  the  Poat-Office  Depart- 
t  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year, 
■n  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
.romoted  at  the  b^nni:^  of  the  second  quarter  thereafter,  or  oC  any  subsequent 
-ter,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
)d.  Clerks  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eligible 
iromotion  to  the  higher  positions  in  said  post-offices. 

3y  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 

ransfer  to  the  service  of  a  clerk. 

txiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 

1  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours  daily, 

may  serve  as  substitutee.    They  are  eligible  for  appointment  as  clerks  and  carriers 

c  first  grade. 

ibstitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 

carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 

IS  and  canieis  of  the  first  grade. 

[4th  DIat.) 

32596—10 2 


),.vGoo<^Ic 


ExominationB  (or  the  following-named  second-class  offices  will  be  held  only  when 


eligiblee  are  needed  (du 
blanks  will  not  be  given  < 
Alexandria,  Va. 
Annapolis,  Md. 
Bedford  City,  Va. 
Bluefield,  W.  Va. 
Buckhannon,  W.  Va. 
Cambridge,  Md, 
Gharlee  Town,  W.  Va. 
Charlottesville,  Va. 
Clifton  Forge,  Va. 
Concord,  N.  C. 
Easton,  Md. 
Elizabeth  City,  N.  C. 
Elkins.  W.  Va. 
Farmville,  Va. 
Fayetteville.  N.  C. 
Frederick,  Md. 


announcement  of  which 
t  until  the  examinati 

Fredericksburg,  Va. 

Gaetonia,  N.  C. 

Goldsboro.  N.  C. 

Grafton,  W.  Va. 

Hampton,  Va. 

Harrisonburg,  Va. 

Henderson,  N.  C, 

Hickory,  N.  C. 

Highpoint,  N.  C. 

Keyaer,  W.  Va. 

Kinaton,  N.  C. 

Lexington,  Va. 

Manchester,  Va. 

Mannington,  W.  Va. 

Martinsbui^,  \\.  Va. 

Moi^ntown,  1\".  ^'a. 


will  be  made),  and  application 
announced: 
Moundsville,  W.  Va. 
Newbem,  N.  C, 
Rocky  Mount,  N.  C. 
Salisbury,  Md. 
Salisbury,  N.  C. 
SistereviUe,  W.  Va. 
Statesville,  N.  C, 
Staunton,  Va. 
Suffolk,  Va. 
Washington,  N.  C. 
Welleburg,  W.  Va. 
Westmineter,  Md. 
Weeton,  W.  Va. 
Wilson,  N,  C. 
Winchester,  Va. 


THE  SUBTREASTJBY,  THE  MINT  AND  ASSAY,  THE  NAVT- 
YARD,  THE  PENSION-AGENCY,  THE  CUSTODIAN,  THE 
IMMIGRATION,  THE  STEAMBOAT- INSPECTION,  AND 
THE  MARINE-  HOSPITAL  SERVICES,  QUARTERMAS- 
TER'S DEPARTMENT  AT  I.ARGE,  AND  ENGINEER  DE- 
PARTMENT AT  LARGE. 

Clerical,  minor  clerical,  and  subclerical  poutions  in  field  establishments  of  the 
above-named  and  of  all  other  branches  of  the  service  are  filled  by  certification  from 
appropriate  registers  established  from  examinations  for  these  grades  as  described  on 
pages  3  to  5,  inclusive. 

PRELIMINARY  REQUIREMENTS,  STJBTREASURY 
SERVICE. 

In  order  to  become  el^ble  for  appointment  to  clerical  positions  in  the  Subtreasury 
Service,  applicants  must  show  in  their  applications  that  they  have  had  at  least  three 
years'  experience  in  lines  of  work  similar  to  that  of  clerical  positions  in  subtreasuriee. 

Kigid  tests  of  character  and  integrity  will  be  applied  to  all  applicants  for  the  Sub- 
treasury  Service,  «nd  only  those  satisfactorily  meeting  such  tests  may  become  eligible 
for  appointment  to  this  service.  These  tests  shall  be  such  as  may  be  found  practi- 
cable and  satisfactory  to  the  Civil  Service  Commission  and  the  assistant  treasurer. 

Whenever  the  department  so  desires,  separate  but  not  different  examinations  will 
be  held  and  separate  registers  of  eligibles  maintained  for  any  subtreasury.  Otherwise 
certification  to  positions  in  the  Subtreasury  Service  will  be  made  from  the  general 
registers  established  by  the  examination  described  on  pagee  3  to  5,  inclusive. 


All  United  States  deputy  marshals,  except  those  employed  as  field  deputies,  or 
whose  chief  duties  are  t«  serve  process,  are  in  the  competitive  classified  service. 
Vacancies  in  this  position  will  be  filled  as  follows: 

Vacancies  in  positions  requiring  a  knowledge  of  stenography  and  typewriting  or 
of  bookkeeping  will  be  filled  by  certification  from  the  stenographer  and  typewriter  or 
[4th  Dbt.] 
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lokkeeper  n^eter  for  the  general  departmental  eervice  of  thoee  wbo  were 
aed  in  the  State  in  which  the  vacancy  exisla.  See  pi^  14. 
vacanciea  in  positions  which  do  not  require  a  knowledge  of  stenography  and 
riting  or  of  bookkeeping,  certification  will  be  made  from  the  first-grade,  or 
il,  register  of  eligiblea  who  were  examined  in  the  State  in  which  the  vacancy 
Vacancies  in  the  position  of  chief  office  deputy  will  be  filled  in  like  manner, 

it  is  determined  by  the  department  to  fill  Ruch  vacanciea  by  promotion  or 
iT  of  persons  already  in  the  classified  service. 

1  information  relative  to  the  first-grade,  or  clerical,  examination,  including  a 
places  at  which  the  examination  may  be  taken  and  the  date  of  annual  e: 

is  given  on  page  4  of  this  publication. 

ELEVATOR  CONDUCTOR,  ALL  SERVICES. 

J  position  of  elevator  condnctor  in  federal  buildings  is  filled  by  e 
jting  of  the  educational  subjects  of  the  third^rade  examination  as  shown  on 
5,  with  a  weight  of  50  per  cent,  and  experience  50  per  cent. 
B  limit,  20  years  or  over. 
plication  form,  1800. 

'plicants  tor  this  examination  must  be  able-bodied  and  physically  capable  of 
rming  manual  labor. 

rating  the  element  of  "experience"  credit  will  be  given  for  actual  experience 
evatoT  conductiDr,  electric  motorman,  or  electric  craneman,  and  applicants  wlio 
<  not  had  at  least  six  months  of  such  experience  will  not  be  admitted  to  theexami- 
m.  If  an  applicant  has  had  only  six  months'  experience,  that  experience  must 
:  been  gained  within  the  twelve  months  just  prior  to  the  date  of  application, 
licantfi  must  fully  indicate  in  their  applications  the  kind  of  elevators,  whether 
^nger  or  freight,  upon  which  ihey  have  been  employed,  as  well  as  the  length  of 
f  experience. 

lb  examination  will  be  held  only  when  eligibles  are  needed,  and  will  be  duly 
lunced  in  the  public  press. 

MESSENGER  BOY. 

laminations  for  filling  vacancies  in  this  position  are  held  in  the  city,  or  in  the 
nity  of  the  city,  in  which  a  vacancy  occurs,  and  only  when  eligibles  are  needed. 
'  examination  will  consist  of  the  third-grade,  or  subclerical.  subjects  (see  page  5>, 
1  the  exception  of  the  subject  of  experience.  When  examinations  are  to  be  held, 
ouncement  in  made  in  the  public  press, 
ge  limits,  16  to  18  years. 

NONEDUCATIONAL  EXAMINATIONS. 

'or  mechanical  trades  and  similar  positions  in  the  various  services  which  do  not 
uire  a  mental  test,  appropriate  examinations  i^e  held  based  on  experience  and 
fsical  ability.  The  relative  weights  oj  these  gu6?ecte  on  a  scale  of  100  are:  Physiad 
lily,  40:  experience.  60.  The  information  on  which  the  ratings  are  based  must  be 
niabed  by  the  applicant  in  the  application  blank.  Care  should  be  taken  Vo  fur- 
h  accurate  and  complete  information  in  order  that  a  sufficient  basis  may  be  had 
rating  the  papers.  Each  question  in  the  application  and  vouchers  must  be 
ly  answered.  The  method  of  rating  the  different  subjects  of  theee  examinations 
18  (ollowa: 

a)  Pbttsical  abilitt.— An  applicant  without  apparent  physical  disqualifications 
rated  at  9S  for  this  element.     For  physical  detects  which  may  impair  his  efficiency 
the  position  for  which  application  is  made,  proportionate  deduction  will  be  made 
>m  93  according  to  the  nature  of  this  defect  or  disqualification. 
tUhDbt] 
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(6)  Experience.— This  subject  will  be  rated  uponthe  etatements  made  by  the 
applicant  in  his  application,  as  corroborated  by  hia  vouchers  and  references,  ton- 
sideration  will  be  given  to  the  date,  leagth,  quality,  and  character  of  the  experience 
shown,  and  special  coneideratioD  will  be  given  experience  which  is  continuous  and 

In  any  of  these  examinations  tbe  Commission  may  in  its  discretion  call  for  such 
additional  evidence  of  qualificationa  or  capacity  as  it,  may  deem  necessary,  but  no 
recommendations  other  than  those  called  for  by  the  Commission  will  be  considered. 

All  competitors  rated  at  70  or  more  are  eligible  for  appointment,  and  their  names 
are  placed  on  the  proper  roister  according  to  their  ratings;  but  the  names  of  personfi 
preferred  under  section  1754,  R.  S.,  rated  at  65  or  more  are  placed  above  ail  others 
who  have  not  been  allowed  such  preference. 

When  such  examinations  (noneducational)  are  given,  applicante  are  not  required 
to  appear  at  any  place  for  examination,  but  to  file  with  the  district  secretary  fully 
executed  applications  on  the  form  prescribed. 

CUSTODIAN  SERVICE. 

The  Custodian  Service  covers  positions  the  duties  of  which  relate  to  the  care  and 
management  of  public  buildings  outside  of  Washington.  Positions  of  the  noneduca- 
tional class  in  this  service  are  such  as  firemen,  janitor,  etc.  Examinations  for  such 
positions  are  held  only  when  eligibles  are  needed,  and  due  announcement  of  exami- 
nations will  be  made  in  the  public  press. 

Vacancies  in  double-titled  positions  in  the  Custodian  Service,  such  as  fireman- 
watchman,  watchman -fireman,  fireman' laborer,  janitor-fireman,  etc.,  are  filled  from 
appropriate  registers  of  one  title.  The  first  word  of  the  title  of  such  double-titled 
positions  indicates  tbe  more  important  duties  of  the  position,  and  vacancies  are  filled 
by  noneducational  or  educational  examination  according  to  the  duties  of  the  position 
in  which  the  vacancy  occurs.  For  instance,  a  vacancy  in  the  position  of  fireman- 
watchman  will  be  filled  by  a  noneducational  examination  for  fireman  (held  only 
when  el^bles  are  needed),  while  a  vacancy  in  tbe  position  of  watchman-fireman  will 
be  filled  by  certification  from  the  roister  established  as  a  result  of  tbe  third^rode 
educational,  or  subclerical,  examination  described  on  page  5. 

QUARTERMASTER'S  DEPARTMENT  AT  LARGE. 

Noneducational  positions  in  the  Quartermaster's  Department  at  Large  include 
the  mechanical  trades  and  similar  positions,  and  applications  for  the  positions  men- 
tioned  below  may  be  filed  at  any  time: 

Blacksmith.  Marine  fireman.  Plumber. 

Carpenter.  Master.  Stationary  steam  engineer. 

Marine  steam  engineer.  Packer.  Stationary  fireman. 

Age  limit,  20  years  or  over.     Application  form  1800. 

Applicants  who  desire  to  apply  for  examination  for  more  than  one  position  must 
file  a  separate  application  for  each  position  desired. 

Applicants  for  these  examinations  may  sign  their  applications  by  mark  if  unable 
to  write. 

Applications  for  the  positions  of  marine  st«am  engineer  and  master  should  give  in 
their  applications  the  names  and  tonnages  of  the  vessels  upon  which  they  have  been 
employed  and  submit  with  their  applications  licenses  or  certificates  from  the  proper 
steamboat  inspectors  showing  the  grade  and  character  of  the  licensee  held  by  them. 

Registers  will  be  established  quarterly,  or  more  frequently  if  the  needs  of  t^e  serv- 
ice require  it.  Applications  to  receive  consideration  for  any  quarter  must  be  filed 
in  complete  form  with  the  district  secretary  not  later  than  the  15th  of  March,  June, 
September,  or  December.  The  registers  will  be  made  up  on  or  soon  after  the  first  of 
tbe  next  succeeding  months. 

[4th  Dlst.) 
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'iirther  ioformation  Id  r^ard  to  aoueducational  ^xamuiationH  eee  page  11. 
ninationB  for  other  positions  are  held  only  when  eligiblee  are  needed  and  no 
itiona  are  accepted  until  an  examination  has  been  announced.  Pull  informa- 
lative  to  noneducational  examinations  for  the  Quartermaster's  Department  at 
may  be  obtained  by  addressing  the  district  secretary,  f'or  method  at  certiflca- 
se  page  14. 

UNSKILLED  LABORER. 

'  poeitioD  ia  unclassified.  In  cities  where  regulations  are  in  force  governing 
iployment  of  laborere  in  the  Federal  service,  positions  of  this  character  are  filled 
istration  of  eligiblee  after  a  physical  test.  The  duties  of  men  are  those  of  com- 
Lborer  or  workman  and  of  women  those  of  charwoman  or  its  equivalent.  Labor 
tions  areinforceatBaltimore,Md.,aDdNorfolk,Va.,  and  vicinity,  in  the  Fourth 
Service  District.  Examinations  for  Baltimore,  Md.,  and  Norfolk,  Va.,  are  held 
lly  in.  October.  Application  blanks  may  be  obtained  from  the  Boards  of  Labor 
oyment  at  the  post-ofQces  at  Baltimore  and  Norfolk  and  the  custom-house  at 
ort  NewH  only  between  September  1  and  October  1.  Applications  will  ijot  be 
ted  unless  filed  with  such  boards  prior  to  the  hour  of  closing  businees  on  October  1. 
iformation  concerning  tbis  position  in  cities  where  labor  regulations  are  not  in 
inquiry  should  be  made  of  the  official  in  charge  of  the  office  where  employment 
ired. 

CERTIFICATION  AND  ELIGIBILITY. 

er  the  papers  of  an  examination  have  been  rated  the  names  of  the  el^ibles  are 
ed  on  the  register  in  the  order  of  the  average  attained  by  each.  An  average  per- 
ge  of  not  less  than  70  is  required  in  order  to  become  eligible  for  appointment, 
3t  in  the  cases  of  persons  honorably  discharged  from  the  United  States  military 
val  service /or  dUability  incuTTedin  the  line  of  duty.  The  names  of  auch  persons 
e  claims  for  preference  have  been  allowed  by  the  Civil  Service  Commission  and 
attain  an  average  percentage  of  not  lees  than  65  will  be  placed  at  the  head  of  the 
)le  register.  Separate  registers  are  established  for  men  and  women,  and  certifi- 
n  is  made  according  to  Ibe  requisition  of  the  nominating  officer. 
le  period  of  eligibility  ia  one  year  from  the  date  of  entering  the  name  on  the 

le  highest  tiuee  names  on  the  appropriate  register  are  certified  for  each  vacancy. 
eligible,  imlesB  sooner  selected  for  appointment,  will  be  entitled  to  three  certi- 
ions  for  appointment  to  each  nominating  or  appointing  officer  in  each  service 
rhich  he  may  be  eligible  for  appointment.  An  eligible  will  not  be  certified  for 
ig  a  vacancy  in  a  position  paying  an  entrance  salary  lower  than  that  named  by 

in  his  application  or  examination  papers.  Appointment  to  a  position  in  any 
ice  will  operate  to  remove  the  eligible's  name  from  the  register  of  the  grade  from 
ch  the  selection  was  made,  and  from  registers  of  lower  grades.  Appointments 
I  be  made  from  a  higher  grade  register  for  filling  vacancies  in  a  lower  grade  position, 
or  filling  vacancies  in  the  Internal- Revenue  Service  certification  will  be  made 
ae  names  of  eli^bles  who  were  examined  in  the  int«mal-revenue  district  in  which 
vacancy  occurs, 

'or  filling  vacancies  in  the  Custom-House  Service  certification  will  be  made  of 
names  of  the  eligiblee  examined  at  the  pwt  at  which  the  vacancy  exists  except, 
sre  examinations  are  held  at  subporta  for  the  convenience  of  applicants,  the  highest 
^blea  will  be  certified  who  were  examined  at  both  the  port  and  subporta. 
'or  the  positions  of  clerk  and  carrier  for  city  delivery  in  poet-offices,  a  separate 
ister  is  established  for  each  classified  postoffice.  containing  the  names  of  eligibles 
imined  for  such  office.    For  certain  large  post-offices  separate  male  clerk  and 
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carrier  regiaters  are  establiahed,  while  for  all  other  offices  the  names  ot  mtkle  eligible^ 
'  are  entered  on  both  the  clerk  and  carrier  regiaters.    See  page  9. 

In  filling  vacancies  in  the  pceition  of  office  deputy  United  States  marshal  cerdfi- 
cation  will  be  made  of  the  names  of  eligiblea  who  were  examined  in  the  State  in 
which  the  vacancy  exists. 

The  names  of  eligibles  for  noneducational  positions  in  the  Quartermaster's  Depart- 
ment at  Laige  will  be  entered  on  the  register  for  the  civil-service,  district  in  which 
application  is  £1ed,  but  preference  in  certification  will  be  given  to  eligibles  who  are 
residents  of  the  district  in  which  the  vacancy  exists. 

In  filling  vacancies  in  other  services,  certification  will  be  made  of  eligibles  exam- 
ined at  the  place  at  which  the  vacancy  exists  or  in  the  immediate  vicinity. 

Every  appointment  is  made  for  a  probationary  period  ot  six  months,  at  the  end  ot 
which  time,  if  the  apx>ointee  is  retained  in  the  service,  such  retention  is  equivalent 
to  his  absolute  appointment.  In  the  Fost-ofBce  service  thesix  months'  period  of  pro- 
bationary appointment  begins  from  the  date  of  appointment  as  regular  clerk  or  car- 
rier, and  not  frem  the  date  ot  appointment  as  substitute. 

INFORMATION  CONCERNING  OTHER  SERVICES. 

A  Manual  of  Examinations  is  issued  by  the  United  States  Civil  Service  Commission 
in  January  and  July  of  each  year,  which  contains  full  intormation  concerning  the 
regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Rail- 
way Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  eervicee. 
A  copy  of  the  Manual  may  be  had  by  addressing  the  United  Slatee  Civil  Service 
Commission,  Washington,  D.  C,  or  the  district  secretary. 

STENOGRAPHER      AND       TYPEWRITER,      BOOKKEEIPER, 

TECHNICAL  AND  SCIENTIFIC  EXAMINATIONS, 

ALL  SERVICES. 

The  stenographer  and  typewriter  and  the  bookkeeper  examinations  are  the  same 
for  all  branches  of  the  Federal  service.  Technical  and  scientific  examinations  are 
announced  from  time  to  time  as  the  needs  of  the  service  demand  and  are  designed  to 
meet  the  requirements  of  the  positions  to  be  filled.  Eligibles  for  all  of  these  poeitionB 
are  certified  to  vacancies  in  the 'Departments  in  Wasbii^ton  or  in  the  local  offices  in 
the  vicinity  of  their  places  of  residence,  or  elsewhere,  as  in  the  judgment  of  the  Civil 
Service  Coinmission  may  be  required  for  the  good  of  the  service. 

Information  ctmceming  these  examinations  may  be  obtained  from  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  or  the  district  secretary. 

[i\h  Dlst.) 
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B  subject  olraBdiog  addresses  will  be  omitted  in  exsmlnatlom  ibr  Mrrlces  otbu  tban  tbe  poat-oflliMi 
the  first-grade  examination  competitora  who  fail  to  attain  a  rating  of  at  least  70 
.tbmetic  or  65  in  report  writiog  will  not  be  eligible  for  appointment,  and  the 
Jiing  BUbjectB  of  their  examinations  will  not  be  rated. 

SPECIMliN  QUESTIONS. 

FIBST-GBADE  EXAMINATION. 

Speluno:  Twenty  words  of  more  than  average  difSculty.  2.  AmrBicBTic; 
lamental  rules,  fractions,  percentage,  interest,  discount,  analyeis,  and  statement 
nple  accounts.  3.  Pbnuanshi?:  Rated  on  legibility,  rapidity,  neatnese,  and 
»1  appearance.  4.  Rbpoet  writing:  Test  in  writing  in  letter  form  a  report, 
150  to  200  words  in  length,  summarizing  and  arrai^ing  in  logical  order  a  seriee 
cts  included  in  a  given  statement  of  400  to  500  words,  5,  Cofyino  and  cor- 
ing uandscrut:  Te«t  in  making  a  smooth,  corrected  copy  of  a  draft  ol  manu- 
<t  which  includes  erasures,  mimpelled  words,  enore  in  syntax,  etc.    6.  Osoo- 

[T   AND   CIVIL  OOVERNUBNT   OF  THE    UNITED   STATES. 

le  following  questions  and  teste,  which  have  been  used,  indicate  the  general 
acter  of  these  subjects: 

9t  Sllb|Mt-Bp«niil(.— SpelUng  Is  dictated  by  ttie  eiunlner.  The  words  src  wTitten  bj  the  Oom- 
ir  Id  &e  blank  spaOes  Indicated  im  the  flist  sheet  ol  the  eiamlnatlOQ,  All  vords  should  be  corn- 
ed with  capital  letters.  Tbe  eiamlner  prononncca  each  word  and  gives  its  definition.  Tbe  ocan- 
iT  Is  required  to  write  only  tbs  word  and  not  Its  deflnltlou. 

'inia:  A  long  ronnd  body.  Proniinarf.'  Containing  a  promise;  is,  a  promissory  note.  EittnlbA' 
ssaiy  or  Indispensable.  DltceniUt:  Appuect  or  visible.  Oppvrlvnitg:  A  flt  or  convenient  time, 
^t  Mso  or  tricky.  Deftrmw  Respect  or  regard,  /ntertlon.'  Tbe  act  of  placing  In;  as,  the  Inser- 
dIbd  adTetUnment.  FaelUtali:  To  make  easy;  as,  lo  bcllltste  business.  Sc\ene:tadg:  Acltyotthe 
Bd  States.  Aijacenl.-  Lying  near  or  bmdoitng  on.  frouwnlr;  A  token  otremembran™.  CoBCrffJW." 
ling  or  giving  up;  as,  oonoeding  a  point.  Lintaet:  Line  of  descent  or  ancestry;  as,  ol  royal  lineage. 
'niout:  Humrul  or  Injurious;  as,  deleterious  to  health,  fiorl^onliit.'  On  a  level.  FaMmmji;  An 
e  inherited  tmm  one's  father.    Cirllficait:  A  written  testlinony;  as,  s  mairlage  certtflcale.    Reter- 

A  place  of  ilorage;  as,  a  water  reservoir.   Prlcilesc:  A  right;  as,  the  privilege  of  voting. 
icond  Sabject— Arlthmetle.— In  salvlD|:  problems  the  processes  should  be  not  merely  Indicated, 
all  thaflgureSQecessary  In  solTlngeach  problem  should  be  given  In  full.    Tbe  answer  to  each  problem 
lid  be  Indicated  by  writing  "  Ana,"  Bft*r  It. 

TUs  question  comprlsea  a  l*st  In  adding  numbers  crosswise  and  lengthwise.  There  are  usnally 
e  mlunms  of  about  twelve  numbers  eacb  to  lie  added,  ?.  Divide  47A  by  7],  multiply  the  guottent 
If,  and  to  the  piDdnct  add  0.0907  ol  214.6.  3.  A  father  Invested  asufflclent  sum  of  money  In  Ifasb- 
iCtts  flva  at  97i,  brokerage  i  per  cent,  to  give  his  son  an  uiniifll  Income  of  »1,200,  What  was  the  sum 
«ted!  4.  Tbe  appropriation  for  the  Civil  Bervloe  Commission  for  the  fiscal  year  ended  June  30, 1997, 

198,340.    During  that  year  50,000  persons  were  examined.    If  34  per  cent  of  this  number  failed  to  pass, 

17)  per  cent  ol  tAase  who  passed  were  appointed,  what  was  the  average  cost  b 
(nhDirt.) 
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each  ^ipolutmeDtT  6.  On  April  I,  IVA,  Amoa  Ward  owed  OrsTea  &  Cooa  tBSM  on  accotint.  ApiU 
4  he  sold  th«m  OS  barrels  potaloea  at  t2.TG  per  bairel.  April  S  he  gave  them  a  dralt  upon  Sau  Fiandsoo 
lor  tl,S60,  whlcb  they  accepted  at  1  per  cent  dLHXHmt.  April  8  the;  sold  Ward  SB*  bushels  eom  at  34) 
cents  per  bushel.  April  18  they  bought  of  hlru  2,990  feet  lumber  at  I1J!5  per  hundred  leet.  April  19  they 
sold  hli"  Sti  dozen  chairs  at  00  cents  each.  April  21  Ward  bought  of  them  i,2a0  eggs  at  14  cents  per  doieD. 
April  28  he  gave  them  a  note  lor  (1,820,  due  to  sixty  dars.  April  39  he  bought  of  them  2,980  pounds  hay 
at  tlS  a  ton.  Make  an  Itemlied  statement  ol  the  above  bcodudI  bs  It  should  appear  takeo  from  the  books 
of  Ward;  make  aproper  heading;  close  the  acoount;  and  bring  dowa  Qie  balance  as  It  shotild  have  appeared 
May  1. 1904. 

TlUrd  Sublctt— P«n  man  ship.— The  rating  on  pennianihlp  will  be  determined  by  legibility,  rapidity, 
neatness,  and  general  appearance,  and  by  corTeatness  and  uniformity  In  the  formation  of  words,  letters, 
and  punctuation  marks  Id  the  eiendse  ot  tbe  fourth  subject— report  writing.  No  parricular  style  of  pen- 
manship Is  preferred. 

Fmuth  Subject— B«pott  WrlUng.— In  this  exercise  the  comperilor  Is  given  a  loose  statement  offsets, 
400  toSOOwords  In  length,  which  he  Is  to  Eumtnarite  and  arrange  Into  a  logical  and  complete  report  In  tha 
tOrm  of  a  letter  of  from  ISO  to  300  words. 

This  eiemlse  Is  designed  to  lest  the  competitor's  Icnowletlge  of  simple  English  oomposltlOD  and  his 
general  Inlelllgenee.  In  rating  the  report,  lis  errors  o(  lonn  and  address,  spelling,  capitalisation,  punctua- 
tion, B^lax,  and  style,  and  tbe  arrangement,  conciseness,  and  completeness  of  the  report  are  oonsidered. 

FHtb  Subject— Copying  and  ComctlnB  Manuscript.— Spelling,  use  c[  capitals,  and  all  omlssloiiB 
and  TolstAkes  will  be  taken  Into  conalderatloD  In  rating  this  subject, 

Dirtaltmt  lo  Iht  cotnpcIJlDr.— Write  on  tbe  accompanying  sheet  a  aimcled  copy  of  the  manuscript  on  thla 
sheet.  Correct  all  errors  hi  syntax,  spelling,  punctuation,  and  capllalliation;  write  In  full  abbreviated 
words,  etc.,  as  Indicated.  Do  not  paraphrase  the  language  ol  the  copy,  or  Insert,  omit,  or  modify  words, 
phrases,  or  punctuation  marks,  eicept  as  may  be  necessary  to  correct  errors.  No  specimen  draft  can  tie 
given. 

Slitb  Subjectr-Geogrspliy  and  Civil  Government  of  tbe  ITnlted  Ststea.— Xo  specimen  questions 
can  be  given. 

SECOND-GBADE  EXAMINATION. 

1,  Spelukq:  Twenty  words  of  average  difficulty  in  common  use.  2,  Artth- 
HETic:  Embraces  addition,  aubtiacCion,  multiplication,  and  division  of  whole  numben, 
and  common  and  decimal  fractione.  3.  Letter  wrttinq:  Test  in  the  use  of  the 
English  language  for  busineaa  correspondence.  4.  Fenmanbhip:  Marked  on  legi* 
bility,  rapidity,  neatness,  and  general  appearance,  5.  Coptinq  frou  plain  copy; 
An  enact  copy  of  a  few  printed  lines  in  competitor's  handwriting.  6.  GBOORAPHr: 
Questions  relating  to  the  boundariea  o£  States  and  to  capitals,  largest  cities,  rivers  and 
other  bodies  of  water,  and  the  location  by  States  of  prominent  cities. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general 
character  of  these  subjects; 

Pint  SubJect^-SpeUlnc.— Spelling  Is  dictated  by  the  eiamlner.  The  words  are  iviltten  by  the  com> 
peUtcrln  the  blank  spaceslndlcated  on  the  first  sheet  of  tbeeiamhiatlan.  All  w«ds should  be oommenoed 
with  capital  letters.  The  examiner  pronounces  each  word  and  gives  Its  deflnitloD,  The  competitor  Is 
required  to  write  only  the  word  and  not  lis  defloitlon. 

Oppantnl;  One  who  opposes;  as,  a  political  opponent,  Pieitdent:  The  Chief  Executive  of  the  United 
States.  OoBjaeTUT;  One  who  conquers,  WMtumu;  Healthful;  as,  wholeaome  lood.  Aeilesc:  To  gain; 
as,  tc  achieve  success.  TninfulL-  Quiet  or  peaceful.  Drtack:  To  separata  or  remove;  as,  to  detach  a  leal 
from  a  book.  Eipentivi;  Very  costly.  Dtctiut;  Death;  as,  a  person's  decease,  TfodceoUc-  Worthy  of 
uoUce;  as,  a  noticeable  occasion.  Smpkhtie;  Exciting  suspicion;  as,  a  suspicious  circumstance.  Terroet; 
A  raised  bank  of  earth.  Rajrjdnff:  Making  a  number  of  quick  blows.  Lani/uafe:  The  speech  of  a  people; 
as,  the  Euglish  language.  Sditdnlc-  A  list  or  Inventory;  as,  a  schedule  of  prices.  T^nf-'  Binding  or  lastsn- 
ing  with  a  cord.  I'lijpir,-  Low  or  mean,  Ojuri*,-  A  way  or  track;  as,  a  race  course.  Salart:  A  staled 
allowance  paid  for  services.    Chicaffo:  A  city  In  the  United  Btates, 

Second  Subject— Arithmetic.— In  solving  problems  the  processes  should  be  not  merely  indicated,  but 
all  the  figures  necessary  In  solving  each  problem  should  be  given  In  fall.  The  answer  to  each  pcobim 
should  be  Indicated  by  writing  "Ans,"  after  It. 

1.  Add  the  followlng,and  from  the  sum  subtract  32,Sg6,eW(liere  will  be  given  asbortcolunm  of  ^um). 
a.  UultiplyT,V  l)?  ^^'^•o'l'l  <1'^'<1^  the  product  by  1,02.  Solve  by  decimals.  8.  A  carrier  can  assort  43 
letters  or  37  papers  In  a  mlnule.  At  this  rale,  how  many  hours  will  it  take  him  to  assort  Sflti  letters  Bod 
1S5  pounds  ol  papers,  averaging  7  papers  to  the  pound?  4.  A  lot  which  was  S3  feet  wide  and  ISO  feet  Img 
sold  [or  tS,347,S0,  wUch  was  one-fourth  more  than  it  cost.  What  was  the  cost  per  square  foot f  S.  Ina 
eertaln  mall  there  are  294  pounds  14  ounces ot  newspapers  welglilng  at  tbe  rate oI3  papers  to  every  7  omues. 
How  many  papers  are  there  In  the  msUT  10  OUiices=l  pound. 
[4th  Dlst.J 
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Meet— Letter  WrltlnSr-The  competitor  Is  permitted  to  write  on  either  one  of  tvo  lat^eoU 
foUowliig  subject  hu  been  loedt 

ttt  of  not  lesB  than  IZG  iFDnls,  gtvlug  your  vlewi  u  to  the  advantages  derived  from  free  public 
fee  principal  cities  of  jiour  State.  Thia  exercise  la  dedgned  cblefl;  to  test  tbe  competltor'i 
He  English  composition.  In  rating  the  letter,  lt«  errors  In  form  and  address,  In  spelling,  capl- 
UQctuatlon,  sTntai,  and  style,  and  Its  adherence  to  tbe  subject,  will  be  considered. 
Subject — Feanuuisblp.— The  rating  on  penmMishlp  vlll  be  determined  by  leglblUtj, 
stnesa,  and  general  appearance,  and  by  oairedness  and  DnKormlty  In  the  tOrmAtlao  o[  vords, 
punctuation  marlis  In  tbe  exerdse  ot  tbe  subject  ot  copying  from  plain  copy.  No  partkolar 
manshlp  Is  preferTcd. 

ibject — Copying  from  Plain  Copy,— M.  B.— Paragraph,  spell,  capltallie,  and  punctuate 
.In  copy.    All  omlssloiui  and  mistakes  will  be  taken  Into  consideration  In  rating  this  subject. 
Bxact  wrlttan  copy  of  the  [oUoiring: 

unendatlon  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  cd  bis  political  or 
•Inions  ot  afnUaUons shall  be  received,  flled,  otconsldered  by  the  Commisaioo,  by  any  board  irf 
or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reductleos,  ot  hi  Imposiog 
t  for  delinquency  cr  misconduct,  penaltlca  hke  in  character  shall  be  Imposed  tot  like  oflensn, 
thereupon  shall  be  taken  Irrespective  of  Ibe  political  or  religious  opinions  or  afflllatlims  ol  tbe 
A  person  folding  a  position  on  the  date  stid  position  Is  classlOed  under  the  clvll.servlce  act 
titled  to  Blithe  rights  and  beneQts  poeseasedby  persons  of  the  same  class  or  grade  appolnlod 
dnatlon  under  the  provisions  otsald  act. 

ubject — Oeogmpby. — ^N.  B. — Competitors  are  cautloned^t  to  exceed  the  reqnlremeala  of 
ons  In  tbell  (usvers,  as  no  credit  will  be  given  for  additional  Information, 
e  States  as  fallows:  Two  tbat  border  oti  the  Columbia  Blver;  two  that  border  on  both  the  His- 
Ulsslsslppl  rivers;  two  that  border  on  both  Virginia  and  the  Ohio  River:  two  tbatborderoDNew 
'o  that  border  on  the  Savannah  River.  X,  Name:  One  Great  Lake  and  the  Isrgtst  two  riven 
der  on  IlUnoIs;  three  rivers  which  border  on  New  York  (State);  the  State  In  which  Puget  Bound 
.  the  body  of  water  Into  which  the  Penobscot  Rlva  flows;  the  bay  Into  whicb  the  Susquehanna 
■s;  the  State  which  the  Platte  River  flows  entirely  across.  3.  Name  the  largest  city  In  escb  of 
tng-named  States,  and  name  the  river  or  body  o(  water  on  which  each  city  required  Is  situated: 
:ut,  Ulssisalppl,  Nebraska.  Uhmesota,  Ohio.  1.  In  what  Stale  Is  each  ot  the  following-named 
It  cities  located:  Radoe,  Rangoi,  AUegbeny,  Charlotte,  Cairo,  Los  Angeles,  Shreveport,  Fargo, 
le,  Ogdeosbutg. 

(li  Sublect— Beading  Addtesaea  (PostBl).—Thls  exercise  consists  ot  the  reading  ot  a  number 
a  addresses,  which  are  photoUthographed  on  one  sheet.  A  second  sheet  Is  furnished,  which  con- 
same  addressca,  these  addresses  being  printed  and  containing  errois  of  omission,  substitution,  or 
.  The  competitor  Is  required  to  indicate  the  errors  in  each  printed  address  by  underscortog  with 
"■— .  any  portion  ol  a  printed  address  which  Is  not  a  correct  copy  of  the  written  addros, 

caret,  thus,  A,  any  omitted  words,  figures,  or  tnlllals.    Words  abbreviated  In  the  written  address, 
tedinfullln  the  printed  address,  areregarded  as  correct,  If  the  correct  words  are  printed,    Dltfer- 
punctuatlonor  capltalltath>a  are  not  regarded  as  errors.    The  time  allowed  will  t>e  limited,  and  the 
ill  Im  determined  on  accuracy  only, 
llowlng  are  Illustrations  of  the  method  which  should  be  pursued  In  indicating  errors: 

WRITTEN  A  DDR  ESS -CORRECT. 


PRINTED  ADDRESS- WITH  ERRORS  NOTED. 
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WRITTEN  ADDRESS-CORRECT. 


PRINTED  ADDRESS— WITH  ERROR 9  NOTED. 

MB^or  A  A.  T.  Chandler, 

Fori  Thompson,  Alden  Coonty,  Alabama. 

THIRD-ORADB  EXAMINATIOK. 
1,  Spelling:  Twenty  simple  words  in  ordinary  use.     2.  Artthuetic:  Embtacea 

addition,  subtraction,  multiplication,  and  division  of  whole  numbers  and  of  United 
States  money.  3.  Letter  writino:  Test  in  the  use  of  the  English  languid  tor 
business  correspondence.  1,  Penuakshif:  Marked  on  legibility,  rapidity,  neatness, 
and  general  appearance.  5.  Coptino  frou  plain  copy:  An  exact  copy  of  a  few 
printed  lines,  in  competitor's  handwriting.     6.  Euperiencb. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general  char- 
acter of  these  subjects: 

First  Subject— Sp^ltac.—ap«Uliig  la  dictated  by  the  examiner    The  words  are  mlttan  by  the  com- 
petitor in  tbe  blank  spaces  ladlcsted  on  the  Srst  sheet  of  the  eiamlnatiOQ.    All  words  should  be  com. 
meuced  wttb  capital  tettera.    The  eiamlncr  pmnounoea  each  word  and  gives  Its  deDultlon.    The  com- 
petitor la  required  to  write  oal;  the  word  and  not  its  definition. 
iSuinir.-  A  sweet  substance  made  (roni  the  Juice  oJ  the  sugar  csae.    PJedje-  Somelhli^  given  as  security. 

Cathiir:  One  who  has  charge  at  money  Id  a  bank.  Flfari;  A  mark  representing  a  number.  Omnini; 
Conveying  or  transporting  Id  an;  way.  Br/a4A:  The  measure  trom  side  to  aide,  shtil:  The  aoiount  of 
papermade  Id  one  body  or  piece;  as,  ssbeet  of  paper.  EmUii:  In  an  easy  maoner.  Frotuier:  Tbe  border 
or  limits  of  a  country.  Patltna.-  The  state  or  quality  of  being  patient.  Otutu  The  act  of  gueaslDg;  as,  to 
guess  at  one's  wtigbt.     ThrcoL-  The  act  of  threatenlUE;  as,  to  make  a  threat.    Dinmoad:  A  precious  gem. 

Volt:  To  go  to  see;  as,  to  visit  a  friend.  Jiepolr.'  To  mend  or  malfe  over;  as,  to  rep^r  clothes,  Paptt: 
The  body  of  pcisons  composing  a  nation:  as,  the  American  people.  Reqaire:  To  be  in  need  of:  as.  to 
requhe  money:  Qraut:  Soft  aiUmal  tat,    Amaa:  To  reply  to:  as,  to  answer  a  letter,    £ii«.-  To  live;  u. 

Second  Stlbjeel—Arltlunetlc— In  solving  problems  the  processes  should  be  not  merely  iDdicaled, 
but  all  the  figures  necessary  Id  soivlDg  each  problem  should  be  given  Infiill.  Tbe  answer  to  each  problem 
should  be  Indicated  by  writing  "Ans."  alter  It, 

1.  (ThlsquesUonwlIlconslstofashortcolumnoIflgurestobeadded.)  8.  Divide 2,403,588 by 4,732.  3. 
Multlply8,e43  by  608,  and  then  subtract  98,746.  4.  Amercbaat,wbDSpent|KU,bougbtMpouiidsDlbutter 
atSOcenls  per  pound,  84  barrels  of  apples,  Btt2.25  per  barrel,  and  spent  the  remainder  for  coHee.  How  much 
did  he  spend  lor  coffee?  S.  During  the  month  of  August  450,000  bushels  of  wheat  were  shipped  trom  a 
certain  port.  During  Septemtwr  87,i)"j0  more  bushels  were  shipped  than  during  August.  What  was  the 
total  number  of  bushels  shipped  In  the  two  months? 

Tlilnl  Subject— Letter  WrltlnE-— The  competitor  Is  permitted  to  write  on  either  one  ol  two  subjects 
given.    Tbo  foUowlngsubJeethos been  used; 

Write  a  letter  containing  not  less  than  too  words  stating  some  of  tbe  ad  vantages  now  derived  by  mankind 
from  tbe  art  of  printing.  Thlsexerrise  is  designed  chiefly  to  test  the  competitor's  skll]  In  simple  English 
composition.  In  ratlDg  the  letter  lis  errorj  in  lOrm  and  address.  In  spelling,  capital Isation,  punctuatlQD, 
syntax,  and  style,  and  Ita  adherenre  to  the  subject  will  be  considered, 

Fonrtli  Subject— PemnaDSbip.— The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  Id  the  formation  of  words, 
letters,  and  punctuatlou  marks  tn  the  exercise  of  tbe  fifth  subject— copying  from  plain  copy.  No  par- 
ticular style  of  penmanstiip  is  preferred, 

Firtli  Subject— Copytng  trom  Plain  Copy.— N.  B.— Paragraph,  spell,  capltaliie,  and  punctuate 
precisely  as  in  the  copy.    All  om!ssloii>  and  mistakes  will  betaken  lutocoosiderBtlon  Id  rating  tbli  subject. 

Male  an  Mart  wtiilm  copy  QfthefoHoaing: 
[4th  Dlst.j 
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eut  postal  policy  Is  to  cair;  newspapers  Id  some  cases  free,  and  In  all  other  cues  Bt  much  lower 
itage  than  ia  charged  for  lettera:  the  one  being  tor  tlie  pubito  weal,  while  the  other  Is  tor  prlvata 
I  the  telegraph  becomes  a  part  of  (be  service,  It  vlll  still  be  the  duty  of  the  Deportment  to  trsn»- 
jns  tor  tbe  proa  at  much  lower  rates  IbaD  for  private  ladlvldiiab. 

!*  OUTLINE  OP  THE  RULES  FOB  RATING  EXAMINA- 
TION PAPERS. 

in  aa  practicable  after  an  examination,  the  papeiB  of  tlie  competitors  are 
i  the  aven^  percentile  of  each  aecertained,  and  competitors  notified  whether 
■a  or  fail.     The  following  is  a  brief  outline  of  the  rules  for  rating: 

From  100 
deduct — 

ix  error  in  spelUng  wheo  the  exercise  consists  of  20  words S 

h  ettoc  In  capitaUiatkiii 1 

h  rallnre  to  dsb  or  for  each  wrong  use  of  the  hypen  and  for  each  Improper  division  of  a 

Into  a  compoand  witd  when  required  to  be  written  solid 2 

From  100 
deduct— 
:b  wrong  process,  producing  Incorrect  result,  In  proportion  1«  the  numba  of  steps  In- 

-land  gravity  of  error 10  to  100- 

^Imal  error  and  for  each  evasion  of  a  decimal  or  common  [ractlon  test 25 

ill  error  in  computation  or  Id  copying  from  the  printed  question  or  from  work 10 

nor  onora,  joch  as  wrong  Indication  of  a  cmnict  process.  Incorrect  or  Inconsistent  pnnctu- 
,  Improper  use  of  symbols  of  designation,  Improper  or  Incorrect  deaignatlon  of  a  partial 

lal  result,  etc 5  to   10 

lure  lo  show  work  as  required  in  solution  of  problems Z5  to  75 

ig  the  letter.  Its  errors  In  torin  and  address,  In  spelling,  capltalliatloa,  punctuation,  syntax,  and 
I  lis  adherence  lo  and  treatment  of  the  subject  given  are  considered,  and  Its  value,  in  the  ]udg- 
he  examiners,  determined  on  a  scale  of  100. 

rmlnlng  the  rating  Ibr  letter  writing  It  Is  proper  tor  the  examiner  to  be  guided  in  a  gener^  way  by 
ing  scheme:  Excellent,  9S  lo  90;  good,  00  lo  SO;  fSIr,  SO  Co  TO:  ordinary,  TO  lo  80;  poor,  AO  to  90;  very 
o  26;  practically  worthless,  25  lo  0. 


1  rating  this  subject  as  are  considered  In  rating  letter  writing,  and  the  ratings  will  be  determined 
cllcally  the  same  basis. 


I 


nshlp  la  rated  according  to  Its  value  on  a  scale  of  100.  In  determining  the  rating,  legibility, 
neatness,  and  general  appearance,  as  well  ss  correctims  and  unilonnlty  In  tiie  (ormstlon  of  words, 
id  punctuation  marks,  are  considered, and  It  Isproperfor  examiners  to  be  guided  In  ageneral  way 
illowlng  scheme;  Excellent,  90  lo  S5;  very  good,  85  lo  80;  good,  SO  to  TG;  ordinary,  T5  to  TO;  poor, 
very  poor,  05  to  fiO;  below  the  grade  of  "very  poor,"  501o  10. 

deduct— 

ich  wordarBgure  omitted,  repealed,  substltuled,  or  Improperly  Inserted 5 

inh  error  In  spelling,  tor  each  transposition ,  for  each  abbreviation  not  In  the  copy,  tor  eacti 
ire  lo  capitalize  according  to  copy,  for  each  tallure  (o  punctuate  according  lo  oopy,  tor 
I  failure  to  Indent  margin  as  in  copy,toreacb  error  In  paragraphing,  and  for  Irregularity  In 

Kh  misdlvlslon  at  a  word  at  the  end  ot  a  line,  for  each  omission  or  Improper  use  of  tbe 
>hen  In  dlvidhig  a  word  at  the  end  ot  a  line,  for  each  word  altered,  Interlined,  or  canceled, 

fach  blot  or  minor  erasure,  if  not  neat 1 

nyotherdcvlatlon  from  oopy  not  covered  by  the  foregoing, charges  are  made  In  the  dlscie- 
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■d  mlaspelUng  ofthe  nmc  word 
made  for  consequential  errors); 
est  or  cwua  an  (saentlal  change 
,  or  Inelosure  as  Indicated;  lor 
tharged  for  reatoring  any  group 


For  twih  enorln  spelling  (only 

In  the  same  nmaner):  lore 

loc  nusb  word  omttled,  Inw 

In  meaning;  lor  [allure  to 

realorlng  a  word  or  words 

of  worda  canoeled  together 

group  of  words 

For  loaldng  any  transposlllop 

(or  Irregularity  Id  lefl-tl^< 

For  writing  part  of  tbt  exiifrclse  and  tben  commeaelng  again;  tor  signing  name 

For  each  change  !□  tense  or  numbtr  whloh  does  not  resull  In  an  error  of  syn  tan  or  radical  change  In 
meaning  (only  one  charge  lo  be  made  for  a  consistent  sequence  of  changes);  for  each  word 
omitted,  Insert)^,  substituted,  or  repeated  which  does  not  avoid  a  lest  or  cause  an  cssenUal 
change  in  meaning;  for  each  error  In  flapllallialion,  punotuatlon,  Indentation,  paragraphing, 
or  In  division  of  worda;  for  each  amission  ot  the  hyphen  or  for  placing  it  at  tbe  beginning  of 
the  line  inRtead  of  at  the  end  of  Ibapreoeding-llBe  (total  charges  in  either  ease  not  to  exceed  S); 
for  steoographio  periods  (only  one  charge  In  exercise);  for  each  blot,  each  word  Interlined  or 
cauoeled,  each  alteration  or  erasure  IF  not  neat  (not  more  than  5  to  be  charged  lor  any  one 
Interilneatlori,  cancellation,  alteration,  or  erasure);  ior  omitting  an  unimportant  word  from 
phtaaes  or  Dtbet  groups  of  words;  tOrthe  omission  or  insertion  of  a  stroke  in  a  letter 

Pot  paraphrasing  the  language  ofthetei[t,aocording  to  gravity  of  error.. ii 


In  rating  this  subject  each  answer  Is  rated  In  the  Judgment  of  the  eiamlnen  aooordlng  to  Its  value  on  a 

When  tbequeMIon  requires  in  Che  answer  a  apectOed  number  of  States,  countries,  cities,  rivers,  or  bodies 
ol  waten,  etc.,'and  theanrnercantalna  a  greater  number  than  Is  reqaired  by  the  question,  each  Inoorrect 
part  or  point  shall  be  charged  the  value  of  a  requited  part. 


lietween  tbe  sum  of 


E  UKWED  VTAtea- 


rated  as  indicated  above. 


In  rating,  eacb  answer  nlll  be  rated  In  the  judgment  of  the  examiners  acoording  to  lUvalue  on  a  scale 
of  ICO. 

'  When  fhe  question  requires  In  the  answer  a  speclded  nuraber  of  parts  or  polnta,  and  the  answer  given 
includes  a  greater  number,  each  Inoorrect  part  or  point  shall  he  charged  the  value  of  a  required  part. 

'  By  order  of  tho  CommUsion: 
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1  from  the  military  or  naval  a 


POST-OFFICE  service:. 

Application  Form  1371. 

Age  limits,  18  to  45  years.  The  age  limita  are  waived,  however,  in  the  casee  of 
persona  honorably  discharged  from  the  military  or  naval  service  by  Teuton  of  SaaMily 
reeulting  from  wounds  or  sickness  incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  bow- 
ever,  does  not  apply  to  divorced  women  or  women  who  are  separated  from  their 
huahands  and  support  themselves. 

Applicants  tor  positions  in  the  Post-Office  Service  must  appear  for  examination  in 
the  city  where  emplojTnent  is  desired. 

ApplicHntH  for  the  Poat-Offlce  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-OfSce  Department  lias  stated  tliat  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  beappointed  in  the  Post-Office  Sen'ice: 
Hunchbacks;  persons  having  defecti\'e  sight;  persona  blind  in  one  eye;  OJie-armed, 
oae-lianded,  or  one-legged  persons,  or  thoae  having  crippled  arms  or  l^a,  and  those 
suffering  from  asthma  or  hernia.  In  addition  to  these  defects,  persona  who  have 
defective  speech  or  hearing  will  not  be  appointed  to  the  position  of  carrier.  Appli- 
cations from  persons  who  have  any  of  the  physical  defects  mentioned  will  be  can- 
celed utUeti  fuch  pergons  viere  honorably  discharged  from  the  military  or  naval  »ermfe  by 
reaton  of  disability  reeulting  from  wormdt  or  sicknesg  incurred  in  the  line  of  duty.  (See 
parBgraph  (c),  page  1,  for  physical  defects  which  will  debar  persona  from  any 
examination. ) 

Deaf  mutes  will  be  admitted  to  examination  for  clerk  in  tl 
and  when  appointed  as  aubstitotes  will  be  eligible  for  promotioi 
of  mail  clerk,  distributer,  and  directory  and  forwarding  clerk. 

Male  applicants  most  measure  not  less  than  5  feet  4  int 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat    Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.     F< 
description  of  examination,  see  pages  9,  11,  and  12. 

Examinations  for  the  following-named  officea  will  be  held,  aa  far  as  practicable,  c 
the  first  Wednesday  or  Saturday  after  the  15th  of  November  of  each  year; 


e  Post-Office  Service, 
in  only  to  Uie  positions 


n  height  in  bare  feet, 


Akron,  Ohio. 
Alliance,  Ohia 
Anderson,  Ind. 
Ashland,  Ohio. 
Canton,  Ohio.  6 
Cincinnati,  Ohio.'' 
Cleveland,  Ohio.6 
Columbus,  Ohio.  6 
Covington,  Ky.™ 
Dayton,  Ohio.'' 
East  Liverpool,  Ohio 
Elkhart,  Ind. 
Elyria,  Ohio. 
Evansville,  Ind.* 
Findlay,  Ohio. 
Fort  Wayne,  Ind. 


Hamilton,  Ohio.* 
Hammond,  Ind. 
Indianapolia,  Ind.* 
Kokomo,  Ind. 
Lafayette,  Ind.* 
Lexington,  Ky. 
Lima,  Ohio.* 
Logansport,  Ind. 
Lorain,  Ohio. 
Louisville,  Ky. 
Mansfield,  Ohio.* 
Marietta,  Ohio. 
Marion,  Ind.* 
Marion,  Ohio.* 
Muncie,  Ind.* 
Newark,  Ohio. 


Newport,  Ky." 
Owensboro,  Ky.* 
Paducah,  Ky. 

Portsmouth,  Ohio. 
Richmond,  Ind.* 
Sandusky,  Ohio.* 
South  Bend,  Ind.* 
Springfield,  Ohio.* 
Steuben  ville,  Ohio. 
Terre  Haote,  Ind. 
Tiffin,  Ohio. 
Toledo,  Ohio.* 
Warren,  Ohio. 
Youngstown,  Ohio. 
Zanesville,  Ohio.* 
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nk  forma  of  application  may  be  obtained  at  any  lime  either  from  the  8e<Tetary 
:  Sixth  TJ.  S.  Civil  Service  Uiatrict,  Room  418,  Post^Office  Building,  Ciacinnati, 

or  from,  the  local  secretary  at  the  post-office  where  appointment  ia  desired. 
icatioriB,  when  executed,  must  be  filed  with  the  district  secretary  at  Cincinnati 

to  4-30  p.  m.  on  the  third  Monday  in  October.     Applications  received  after  that 

wi\l  he  filed  for  the  next  examination. 

person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  examination 

nore  than  one  first-lass  post-office. 

ir  the  following-named  offices  the  names  of  male  eligibles  will  be  entered  on  only 

register,  namely,  the  clerk  or  the  carrier  register,  and  male  applicanls  for  those 

res  must  indicate  in  their  applicatkma  whether  they  desire  the  position  of  derk  or 

Akron,  Ohio.  Evansville,  Ind.  Springfield,  Ohio. 

Canton,  Ohio.  Fort  Wayne,  Ind.  Terre  Haute,  Ind. 

Cincinnati,  Ohio.  Indianapolis,  Ind.  Toledo,  Ohio. 

Cleveland,  Ohio.  Lexington,  Ky.  Yomigetown,  Ohio, 

Columbus,  Ohio.  Louisville,  Ky,  Zaneaville,  Ohio. 

Covington,  Ky.  Newport,  Ky. 

Dayton,  Ohio.  South  Bend,  Ind. 

\.  request  for  a  change  in  the  deaignatioa  of  the  position  desired  by  an  applicant 
lat  be  made  in  writing  and  received  by  the  district  secretary  on  or  before  the  dat« 
the  close  of  receipt  of  applications,  otherwise  ho  change  will  be  made. 
rhe  name  of  each  male  el^ble  for  any  post-office  not  mentioned  in  the  preceding 
ragraph  will  be  entered  on  both  the  male-clerk  register  and  the  carrier  roister, 
d  will  be  certified  in  its  order  to  vacancies  occurring  in  the  position  of  either  male 
:rk  or  carrier,  without  regard  to  any  choice  of  position  expressed  by  the  eligible 
his  application.  Male  eligibles  will  be  entitlod  to  three  certificatjons  from  the 
ale-clerk  raster  and  three  certifications  from  the  carrier  register.  Failure  of 
lection  from  one  register  or  declination  of  appointment  when  selected  will  not 
feet  the  eligible' a  standing  on  the  other  register.  Appointment  from  either  register 
ill  remove  the  el^ble's  name  from  both  registers. 

In  the  Poat-Office  Service  appointments  are  made  usually  to  the  position  of  substi- 
ite  clerk  or  snbstitute  carrier.  Substitutes  are  promoted  in  the  order  of  their  original 
ppointment  to  the  first  vacancies  occurring  in  regular  positions. 
Clerks  in  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery  service 
.re  divided  inlo  sis  grades,  as  follows;  First  grade,  salary  $600;  second  grade,  salary 
SOO;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary  $1,100; 
lixth  grade,  salary  |l,200.  Clerks  and  carriers  at  first-lass  offices  will  be  promoted 
lucceedvely  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
promoted  successively  to  the  fourth  grade. 

All  promoCiona  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
quarter  following  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No 
promotion  will  be  made  except  upon  evidenis  satisfactory  to  the  Post-Offlce  Depart- 
ment of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
When  a  clerk  or  carrier  tails  of  promotion  because  of  unsatisfactory  service,  he  may 
be  promoted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
quarter,  on  evidence  that  hia  record  has  been  satiBfactory  during  the  intervening 
period.  Clerks  and  carriers  of  the  higheet  grade  in  their  respective  offices  are  eligi- 
ble for  promotion  to  the  higher  positions  in  said  post-offices. 

Any  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligi- 
ble for  transfer  to  the  service  of  a  clerk. 

Auiiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
Such  auiiliary  employees,  however,  are  required  t«  work  not  less  than  two  hours 
daily  and  may  serve  as  substitutes.    They  are  eligible  for  appointment  as  clerks  and 
cflrriera  o!  the  first  grade. 
[OtbDIgt] 
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announced: 
Gary,  Ind, 


Substitutes  are  paid  at  the  rate  of  30  cents  an  hour  wlien  serviae  for  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
clerks  and  carriers  of  the  first  grade. 

Examinations  for  the  following-named  offices  will  be  held  only  when  eli^blee  are 
needed  (due  announcement  of  which  will  he  made),  and  application  blanks  will  not 
be  given  out  until  the  e: 
Alexandria,  Ind. 
Angola,  Ind.  Georgetown,  Ky. 

Goahen,  Ind. 

Greencastle,  Ind. 

Greenfield,  Ind. 

Greenfield,  Ohio. 

Greensburg,  Ind. 

Greenville,  Ohio. 

Hartford  City,  Ind. 

Henderson,  Ky. 

Hillflboro,  Ohio. 

Hopkinsville,  Ky. 

Huntington,  In<l. 

Indiana  Harbor,  Ind. 

I  ronton,  Ohio. 

Jackson,  Ohio, 

Jefferaonville,  Ind. 

Kendall vi lie,  Ind. 

Kent,  Ohio. 

Kenton,  Ohio. 

Lancaster,  Ohio. 

Laporte,  Ind. 

Lawrenceburg,  Ind. 

Lebanon,  Ind. 

Lebanon,  Ohio. 

Linton,  Ind. 


Ashland,  Ky. 
ABhtabola,  Ohio. 
Athens,  Ohio. 
Attica,  Ind. 
Auburn,  Ind. 
Barberton,  Ohio. 
Barnes  vi  lie,  Ohio. 
Bedford,  Ind. 
Bellaire,  Ohio. 
Bellefontiune,  Ohio. 
Bellevue,  Ohio. 
Bloomington,  Ind. 
Bluffton,  Ind. 
Bowling  Green,  Ky. 
Bowling  Green,  Ohio. 
Brazil,  Ind. 
Brj^,  Ohio. 
Bacyrue,  Ohio. 


Cambridge,  Ohio. 
Canal  Dover,  Ohio. 
Celina,  Ohio. 
Chillicothe,  Ohio. 
Circle ville,  Ohio. 
Columbia  City,  Ind. 
Columbus,  Ind. 
Conners ville,  Ind. 
Conneaut,  Ohio. 
Coshocton,  Ohio. 
Crawfords ville,  Ind. 
Crestline,  Ohio. 
Cynthiana,  Ky. 
Danville,  Ky. 
Decatur,  Ind. 
Defiance,  Ohio. 
Delaware,  Ohio. 
Delphos,  Ohio. 
El  wood,  Ind. 
Foetorift,  Ohio. 
Frankfort,  Ind. 
Frankfort,  Ky. 
Franklin,  Ind. 
Fremont,  Ohio. 
Gallon,  Ohio. 
GallipoHs,  Ohio. 


L,  Ohio 
Madison,  Ind. 
Madison  ville,  Ky. 
Martins  Ferry,  Ohio. 
Martinsville,  Ind. 
Maryavilie,  Ohio. 
Maseillon,  Ohio. 
May  field,  Ky, 
Mays  ville,  Ky, 
Medina,  Ohio. 
Michigan  City,  Ind. 
Middletown,  Ohio, 
Mishawaka,  Ind. 
Mount  Sterling,  Ky, 
Mount  Vernon,  In<l. 
Mount  Vernon,  Ohio. 
Napoleon,  Ohio, 
New  Albany,  Ind, 
Newcastle,  Ind, 
New  Philadelphia,  Ohio. 
Niles,  Ohio. 


Nobles  ville,  Ind. 
North  Vernon,  Ind, 
Nor  walk,  Ohio. 
Oberiin,  Ohio, 
Oxford,  Ohio. 
Pai  nee  ville,  Ohio. 
Paris,  Ky. 
Peru,  Ind. 
Piqua,  Ohio. 
Plymouth,  Ind- 
Portland,  Ind. 
Princeton,  Ind. 
Ravenna,  Ohio. 
Richmond,  Ky. 
Rochester,  Ind. 
Rushville,  Ind. 
St.  Marys,  Ohio. 
Salem,  Ohio. 
Seymour,  Ind. 
Shelby,  Ohio. 
Shelbyville,  Ind. 
Sidney,  Ohio. 
Sullivan,  Ind. 
Tipton,  Ind, 
Troy,  Ohio. 
(Ihrichsville,  Ohio. 
Union  City,  Ind. 
Urbana,  Ohio. 
Valparaiso,  Ind. 
Vanwert,  Ohio. 
Vincennes,  Ind, 
Wabash,  Ind. 
Wapakoneta,  Ohio. 
Warsaw,  Ind, 
Washington  Court 

House,  Ohio. 
Washington,  Ind, 
Wellston,  Ohio. 
Wellsville,  Ohio. 
Wilmington,  Ohio. 
Winchester,  Ind. 
Winchester,  Ky, 
Winona  Lake,  Ind, 
Wooster,  Ohio, 
Xenia,  Ohio, 


[8th  1 
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CTTSTOM-HOrSE  SERVICE. 

ndidates  for  appointments  in  the  customs  service  moat  be  not  less  than  21  nor 
)  than.  65  years  of  age,  of  enltable  physical  condition,  and  mentallir  qualified, 
berwise  duly  qualified,  the  limitation  as  to  age  will  not  apply  to  honorably  dia- 
ged  United  States  soldiers  or  sailors. 

sere  are  three  grades  of  examinationB  given  for  poationa  in  the  cuBtom-honae 
ice.     For  description  of  examinations  see  pages  9  to  14. 

he  first-grade  esamination  is  given  for  the  positions  of  clerk,  day  inspector,  store- 
per,  and  deputy  officer,  but  not  for  chief  or  principal  deputy  at  Cincinnati  and       ' 
ve^nd.      Application  Form  1371. 

'he  second-grade  examination  is  given  for  the  positlonB  of  assistant  weigher,  and 
ipler.     Application  Form  1371. 

?he  third-grade  examination  is  given  tor  the  positions  of  attendant,  classified 
orer,  foreman,  inspectrees,  janitor,  messenger,  n^ht  inspector,  porter,  and  watch- 
,n.     Application  Form  1371. 

Che  examination  for  opener  and  packer  will  consist  of  third-grade  subjects  with  a 
Tight  of  10  per  cent  in  addition  to  ratings  on  experience  and  ability  as  a  workman, 
I>er  cent,  and  physical  condition,  30  per  cent.  Special  credit  will  be  given  for 
perienoe  in  oftening  and  packing  general  merchaudise.  Application  Form  10S3. 
The  examination  for  boatman  will  consiEt  of  a  noneducational  test,  except  when 
ucational  quaUficatJons  are  desired.  When  these  qualifications  are  desired,  the 
:amination  will  consist  of  the  subjects  of  the  third-grade  examinatiou,  with  a 
eight  of  20  per  cent  in  addition  to  the  rating  on  age,  15  per  cent;  experience,  40  per 
int,  and  physical  condition,  25  per  cent  When  no  educational  qualifications  are 
Hired,  the  examination  will  consist  of  the  subjects  of  age,  experience,  and  physical 
indition.  When  a  noneducationitl  examination  is  given,  applicants  are  not  required 
I  appear  at  any  place  for  examination.  Application  Form  1093. 
All  persons  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
e  given  the  strength  test  now  given  to  unskilled  laborers,  which  consists  of  lifting 
nd  shouldering  a  sack  weighing,  with  contents,  125  pounds.  It  they  pass  the 
:rength  test  in  addition  to  the  classified  laborer  exauiination,  such  fai:t  will  be 
oted  upon  the  register  as  in  the  nature  of  a  qualification.  If  the  appointing  officer 
hall  request  the  :;ertification  from  the  classified  laborer  register  of  those  persons 
liiydcally  quaUfied  for  the  discharge  of  the  manual  labor  connected  with  the  posi- 
ioti  to  be  filled,  certification  shall  be  made  from  those  standing  highest  in  theeduca- 
ional  examination  who  have  also  passed  the  strength  test. 

Applicants  who  desire  to  undergo  the  strength  teat  will  be  informed  by  the  district 
fecretary  when  and  where  to  report  for  the  test 

The  scope  and  character  of  examinations  for  positions  such  as  chief  or  principal  dep- 
uty at  Cindnnati  or  Cleveland,  cashier,  assayer,  examiner,  gauger  and  weigher,  will  be 
made  known  only  when  the  examination  is  announced.  Examinations  of  this  kind 
ore  held  only  when  a  vacancy  exists  and  will  be  duly  announced  iu  the  public  press. 
In  the  Customs  Service  women  are,  unlessotheruise  specified,  eligible  for  examina- 
tion for  the  following-named  positions  only:  Deputy  collector,  depoty  surveyor, 
I'lerk,  steoographer  and  typewriter,  inspectrees,  and  cashier. 

Applicants  may  ascertain  what  positions  exist  in  any  custom-house  by  inqnirii^  of 
the  local  secretary  at  such  custom-house  or  of  the  district  secretary. 
Custom-houses  within  the  Sixth  Districtare  located  at: 

Ashtabula,  Ohio."  Dayton,  Ohio.  Paducah,  Ky. 

Ciuciaaati,  Ohio.  Evansville,  Ind.  Sandusky,  Ohio. 

Cleveland,  Ohio.  Fairport,  Ohio."  Toledo,  Ohio, 

Colofflbus,  Ohio.  Indianapolis,  Ind. 

Conneaut,  Ohio."  Louisville,  Ky. 

aSubporlaof  Glerelaod,  Oblo. 
[ahDlak] 
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^hen  an  examination  haa  been  annonnced,  application  blanka  may  be  obtained 
n  the  local  secretary  in  the  citj'  in  which  the  examination  ie  to  be  held  or  from 
district  Becretary. 

.pplicatioDS,  when  properly  executed,  must  be  Sled  with  the  "Secretary,  Sixth 
il  Service  District,  Cincinnati,  Obio,"  prior  to  the  faour  of  cloBiDg  business  on  the 
s  indicated  in  the  announcement  as  the  close  of  receipt  of  applications. 
Ixamination  for  the  customs  service  may  be  taken  only  in  the  city  in  which 
jloyment  is  desired,  escept  that  applicants  for  the  Cleveland  custom-house  liv- 
in  the  vicinity  of  Aahtabiila  or  Conneaut,  Ohio,  may  be  examined  at  either  of 
Boplac 


Lpplicant  should  indicaM  in  his  application  the  kind  of  examination  in  which 
iesires  to  compete — i.  e,,  first,  second,  or  third  grade — as  names  will  be  entered 
in  registers  according  to  grade  of  examination  taken. 
ositioQS  are  filled  by  selection  from  the  register  ior  the  grade  in  which  the  vacancy 

lligibles  are  entitled  to  tbree  considerations  for  appointment,  unless  sooner  selected. 
.ame  having  been  considered  for  the  third  time  and  failing  of  selection,  will  be 
pped  from  the  raster. 

INTEBNAX-BEVENUE  SERVICE. 

.pplication  Form  1371. 
.ge  limits,  21  years  or  over. 

Ixaminations  for  the  positions  of  clerk,  division  deputy  collector,  office  deputy 
ector,  gauger,  storekeeper,  and  storekeeper-gauger  are  held  on  the  first  Wednes- 
in  September  of  each  year,  at  the  following-named  places: 


Alliance,  Ohio. 
Ashland,  Ky. 
Athens,  Ohio. 
Bowling  Green,  Ky. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 
Covington,  Ky. 
Danville,  Ky. 


Evansville,  Ind. 
Fort  Wayne,  Ind. 
Frankfort,  Ky. 
Indianapolis,  Ind. 
Ironton,  Ohio. 
Lafayette,  Ind. 
Lawrenceboig,  Ind. 
Lexington,  Ky. 
Lima,  Ohio. 


Louisville,  Ky. 
Maysville,  Ky.    . 
New  Albany,  Ind. 
Owenaboro,  Ky. 
Paducah,  Ky. 
Terre  Haute,  Ind. 
Toledo,  Ohio. 
Valparaiso,  Ind. 


pplication  blanks  may  be  secured  at  any  time,  either  from  the  Secretary  of  the 
:h  Civil  Service  District,  Room  418,  PoeUOffice  Building,  Cincinnati,  Ohio,  or 
n  the  local  secretaries  at  the  post-offices  in  the  cities  named.  Applications  must 
iled  with  the  secretary  at  Cincinnati  not  later  than  4.SO  p.  m.  on  the  Jirsl  WedneBday 
\uguet;  otherwise  they  will  be  received  only  for  the  next  subsequent  examination, 
he  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of  clerk, 
ie  deputy  collector,  and  division  deputy  collector,  and  applicants  who  are  willing 
ccept  any  one  of  these  positions  should  apply  for  the  "deputy  collector  and  clerk  " 
mination.  When  a  particular  position  is  desired,  the  applicant  should  specify  in 
application  that  he  desires  examination  for  deputy  collector,  or  for  clerk,  as  the 
!  may  be.  The  storekeeper-gauger  examination  will  be  given  tor  the  positions 
■auger,  storekeeper,  and  storekeeper-gauger,  and  applicants  for  these  positjone 
uld  apply  for  the  "storekeeper-gauger"  examination.  For  description  of  the 
minations  mentioned  in  this  paragraph  see  pAge  9. 
[fitb  Dlst.] 
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giblee  will  be  considered  for  appointment  only  in  the  (lietricts  inwhich  they  are 
.inefl;  excepting  at  Frankfort,  Ky.,  where  applieantH  may  be  exfuninctl  for 
r  the  Fifth  Kentucky  (or  Louisville)  District,  or  the  Seventh  Kentucky  (or 
Qgton)  DiBtrict.  The  application  must  indicate  in  which  district  employment 
ught.  The  Department  naualty  selecfs  for  appointment  an  eligible  who  is  a 
,etit  of  the  revenue  district  in  which  the  vacancy  exists. 

>r  a  copy  of  the  Ganger's  Manual,  applicants  should  apply  to  the  CommisBioner 
iternal  Revenue,  Washington,  D.  C. 

le  positions  of  bonded  storekeepers-gangers  whose  compensation  does  not  exceed 
er  diem  when  actually  emjiloyed,  and  whose  af^regate  compet^ation  does  not 
ied  $500  per  annum,  are  not  subject  to  examination. 

xaiuination  for  the  position  of  messenger  is  held  only  when  eligiblefl  are  needed, 
will  be  duly  announced  in  the  public  press. 

CUSTODIAN  AND  8UBTKEASXJBV  SERVICES. 


3  for  these  services  will  be  held  only  when  eligibies  are  needed, 
1  applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
louncementof  date,  time,  and  place  of  examination  will  be  given.  Theannounce- 
■nta  will  contain  informatiod  as  to  the  subjects  of  the  examinations. 

NONEDUCATIONAJj  POSITIONS,  QUARTERMASTER'S 
DEPARTMENT  AT  LARGE. 

Applicants  for  positions  in  the  mechanical  trades  or  for  other  noneducational  posi- 
ina  in  the  Quartermaster's  Departmental  Large  in  the  States  of  Ohio,  Indiana,  and 
entucky  should  write  to  the  district  secretary  at  Cincinnati  for  circular  No.  1697. 
The  names  of  eligibies  for  noneducational  positions  in  this  service  will  be  entered 
I  the  register  for  the  district  in  which  application  is  filed,  but  preference  in  certifi- 
,tion  will  be  given  to  residents  of  the  district  in  which  the  vacancy  esiste. 

GENERAL  INFOBSIATION. 

Many  applicants  fail  to  properly  execute  their  applications  or  fail  in  the  examina- 
ona,  not  through  a  lack  of  knowledge,  but  largely  through  haate  and  carelessnese 
1  reading  and  interpreting  questions  and  in  writing  the  answers.  Great  care  should 
■e  exercised  in  completing  the  application  to  see  that  every  requirement  has  been 
ally  compUed  with.  In  the  examinations,  while  competitors  must  complete  their 
vork  within  a  prescribed  time,  it  is  ample  for  the  careful  consideration  of  every 
[uestion  given. 

Undsr  sectiDiiB  6392,  MIB,  and  54T9,  RsviBsd  StatnteB  of  the  Unitsd  Statsi,  any  falw 
itBt«ment  in  an  application,  alteration  of  a  voncher  or  oertlfleate,  or  the  presantation  to 
he  Commiaiion  of  an;  snch  paper  is  a  violation  of  tbe  law.  A  nnmbBT  of  convictiDnB  of 
leisons  guilty  under  ths  above-mentioned  statutes  have  been  leonred. 

The  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications.  Appli- 
cations sent  by  mail  are  not  received  unless  postage  ia  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  application?,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

Persons  who  have  applied  for  anexamination  or  who  have  passed  an  examination 
should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  theapplicant  or  eligible.  A  request  to 
have  an  address  changed  ahonld  always  be  made  by  letter,  which  should  relate  only 
to  the  change  in  address  and  should  always  indifa.te  the  kind  of  examination  taken, 
the  average  attained,  and,  if  educational,  the  place  and  date. 

I81h  Di»t,| 
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All  ezamioation  questions  are  prepared  and  all  papers  ar«  rated  by  the  Civil  Serv- 
ice Comniission,  Washington,  D.  C.  Tte  results  of  examinations  are  determined  as 
promptly  aa  possible,  and  competitors  are  notified  of  their  averages  aa  soon  as  the 
rating  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  b>  either  the 
district  secretary  or  the  Commission  to  expedite  the  rating. 

After  llie  papers  of  an  examination  have  been  rated  the  names  of  the  eligiblea  are 
entered  on  the  register  in  the  order  of  the  average  obtained  by  each.  An  average 
percentage  of  TO  is  required  in  order  to  become  eligible,  eiicept  in  caseg  of  persons 
honorably  discharged  from  the  United  States  military  or  naval  service /or  dwabilUy 
inairred  in  the  line  of  duty.  The  names  of  such  persons,  whose  claims  for  preference 
have  been  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average 
percentage  of  65,  will  be  placed  at  the  head  of  the  eligible  register. 

When  a  vacancy  is  to  be  filled,  the  highest  three  names  on  the  roister  are  con- 
sidered by  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
names  not  selected  are  considered  again  until  each  name  has  been  considered  three 
times.  The  period  of  ehgibility  is  one  year  from  the  date  the  name  is  entered  on  the 
roister. 

Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
which  time  if  the  appointee  ia  retained  in  the  service  such  retention  is  equivalent  to 
his  absolute  appointment.  In  the  Post-Oflice  Service  the  six  months'  probationary 
period  begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
the  date  of  appointment  as  substitute. 

CIVIL-SBRVICE  SCHOOLS  AKD  INSTTTCTES. 

The  Commission  has  no  connection  with  any  civil-service  school  or  institute  doing 
bnainess  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in  regard 
to  such.  Their  representatives  are  not  permitted  to  inspect  the  examination  papers 
of  competitors.  Authentic  information  in  regard  to  examinations  may  be  obtained 
only  from  the  United  States  Civil  Service  Commission,  and  without  cost. 

INFOKMLATION  CONCERNING  OTHER  SERTICKS. 

A  manual  of  examinations  ia  issued  by  the  United  States  Civil  Service  Commission 
in  January  and  July  of  each  year,  which  contains  full  information  concerning  the 
regular  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Rail- 
way Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Commission,  Washington,  D.  C,  or  the  Secretary  of  the  Sixth  Civil  Service  District, 
Cincinnati,  Ohio. 

STESOGRATBER  AND  TTPEWRITEB  (AI.I.  SERVICES). 

The  stenographer  and  typewriter  examination  is  the  same  for  all  branches  of  the 
Federal  service,  and  eligibles  are  certified  to  vacancies  in  the  Departments  in 
Washington  or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or 
elsewhere,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be  required  for 
the  good  of  the  service. 

Information  concerning  this  examination  may  be  obtained  from  the  United  States 
Civil  Service  Commission,  Washington,  D.  C,  or  the  Secretory  of  the  Sixth  OivU 
Service  District,  Cincinnati,  Ohio. 

[eth  Dist.] 
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DESCRIPTION  OF  KXAMTNATIONS. 

P09T-omCB  AND  CUSTOM-HOUSE. 


^Hwvice"**' 
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Second  grade. 

Third  grade;  oualoms 

(Time'a'ilowed,  S 
houiB.1 

me  allowed,  6 

bOUTS.) 

<T,„°."ISJSTS™, 

(Time  allowed, 41houiB.) 

iibjects. 

If 

Subjeels. 

Si 

It 

Subjects. 

If 

Subjects.  . 

It 

Sue:::: 

nveralon    ol 
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i 

20 

:Sl'Si-::::: 

.  Letter  wilting.. 
Tolal 

20 

2   A?nhmeil"o 

l!  Penmanship.!! 
5.  Copying    from 
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Tolal 

10 

1.  Spelling 

5.  Lettei  wilting.. 
4,  Penmanship.... 

6.  Copying     fiom 

Total 

20 
20 

20 

20 

100 

la  examination  is  given  lor  positions  of  both  cierk  and  canier  In  post-otBces. 
INTERN  .41  REVENTTE. 


Depiily  coUectot  and  cletk. 
(Time  allowed, ehours.) 

(Time  allowed.  41  honis.) 

Subjects, 

11 

Sahjects. 

1^ 
If 

u 

20 
WO 

1   Arltbmetlo 

in 

Tolal 

"liin 

In  the  deputy  collector  and  clerk  examination  the  spelling  test  is  of  about  the 
ime  degree  of  difiiciilty  as  that  for  first  grade.  The  second  subject,  arithmetic, 
imprises  fundamental  operations,  common  and  decimal  fractions,  and  practical 
rohlems  in  tlie  elements  of  percentage  and  mensuration.  This  subject  is  of  approx- 
nately  the  sanie  degree  of  difficulty  as  the  first-grade  arithmetic  iti  the  cu9tom- 
ouse  examinatioa,  but  the  questions  relate  more  particularly  to  problems  which 
nay  arise  in  the  internal-revenue  service.  The  test  in  elements  of  accounts  is 
imilar  to  the  fifth  problem  in  first-grade  arithmetic. 

In  the  sturekeeper-gauger  examination  the  subject  of  arithmetic  comprises  fiinda- 
iiental  rtperations,  common  and  decimal  fractions,  and  practical  problems  in  the 
'k'liients  of  mensuration.  This  subject  is  of  approximately  the  same  degree  of  diffi- 
culty as  the  second-grade  arithmetic  in  the  custom-house  examination,  but  th« 
'lueetions  relate  more  particularly  to  problems  which  may  arise  in  tlie  ititernal- 
revenite  service.  The  copying  exercise  consists  of  a  test  in  copying  figures  arranged 
ill  tlie  form  of  a  table  and  also  a  Sew  printed  lines. 

(») 
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,  SPECIMEN  QUESTIONS. 


PIRST-ORADB  EXAMINATION. 


1.  Spbllinq:  Twenty  words  of  more  tbau  aver^«  difficulty.  2<  ABiTHMBnc: 
Fimdamental  ruletj,  fractions,  percentage,  interest,  discount,  analysis,  and  slatement 
of  simple  accounts.  3.  Penmanship:  Marked  on  legibility,  rapidity,  neatness,  and 
general  appearance.  4.  Litter  writinq:  Test  in  the  use  of  the  English  langu^re 
for  business  correspondence.  5>  Conversion'  of  ci.'rrbn'cv;  Teste  in  the  conversion 
of  English,  French,  German,  or  SpHuish  currency  into  United  States  currency.  O. 
Gkoor&phy:  Questions  relating  to  the  boundaries  of  States  and  to  capitals,  largest 
cities,  rivers  and  other  bodies  of  water,  and  the  location  hy  States  and  foreign 
countries  of  prominent  cities. 

The  following  queetions  and  tcete,  which  have  been  used,  indicate  the  general 
character  of  these  subjects: 

Ftrst  Subject— Spelling:.-Sp«UiiiK  [s  dictated  by  the  examiner,  Tbe  worda  are  wrttlen  by  the 
compctttoi  tn  tlic  bliiiilc  spaces  [odtcated  an  tbe  flmt  sheet  of  tbe  eiaminatloii.  All  words  sbaold  be 
commenced  with  capital  letteis.  Tbe  eitamlner  pronounces  each  word  and  gives  its  deflnltton. 
The  competitor  Is  required  to  wiite  only  the  word  and  not  its  definition. 

Qliinder;  Along,  round  body.  Prorainiury:  Containing  a  promise:  He.  a  promlssoiyaote.  Eaiealial: 
Necessary  or  indispensable.  Ditcemible;  Apparent  or  visible.  OpporlatiUi;:  A  fitorconvenlenttime. 
DeceHfUl:  False  or  tricky.  D^erence:  Respect  or  regard,  /nserlion.- The  actof  placing  In;  as,  the  inser- 
tion of  an  advertisement.  FacUitate:  To  make  easy;  as,  to  facilitate  businees.  Schenedadg:  A  cUy 
of  the  United  States.  Adjacent:  Lying  neai  or  bordering  on.  Souirnir:  A  token  ol  remembrance. 
Conceding:  Yielding  or  giving  up;  ss,  coDCCdlngapoint.  Lineage:  Line  of  descent  or  ancestry;  as.  of 
royal  lineage.  fleWeriouc;  Harmful  or  Injurloas;  a.s,  deleterious  to  health.  Horismlal:  On  a  level. 
Fatrimony:  An  estate  inherited  from  one's  lather.  Certificate:  A  written  testimony;  a^  a  marriage 
certificate.    ReKrvoir:  A  place  of  storage;  as,  a  water  reservoir.    Privilege:  A  right;  as,  tbe  privilege 

Second  Sul^ectr— ArlthmeUc.—In  solving  problems  tbe  processes  should  be  not  merely  indicated, 
but  all  the  flgarea  necessary  In  solving  each  problem  should  be  given  to  full.  The  answer  to  each 
problem  should  he  Indicated  by  writing  "Ans."  after  it. 

1,  This  question  comprises  a  test  in  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
three  columns  ol  about  twelve  nnmt>ers  eucb  to  be  added,  2,  Divide  t!^  by  Tj,  multiply  the  quo- 
tient byS),  and  to  the  productadd  0.0907  ot214.6.    3,  A  lather  invested  a  sufficient  sum  of  money  In 

the  sum  Invceled?  4.  The  appropriation  for  the  Civil  Service  Commlsalon  for  [be  fiscal  year  ended 
June  80, 1897,  was  S98,340.  During  that  year  50,000  persons  were  eiamlned.  If  34  per  cent  of  this 
number  foiled  to  pass,  and  17i  per  cent  of  those  wbo  passed  v-'ere  appointed,  what  was  the  average 
cost  lo  IbeOovemmenCof  each  appointment  5.  On  April  1,1904.  Amoa  Ward  owed  Graves  £  Coon 
168.90  on  account  April  4.  be  sold  them  GS  barrels  potatoes  at  S2.;5  per  barrel.  April  6,  he  gave  them 
a  draft  upon  San  Francisco  for  Sl.SfiO,  which  they  accepted  at }  per  cent  discount.  April  9,  they  sold 
Ward  894  bushels  com  at  381  cenlsper  bushel,  April  Ifl,  they  bought  of  him  2,960  feet  lumber  at  (1,25 
per  hundred  feet.  April  le.  they  sold  him  341  dozen  chairs  at  W  cents  each,  April  21,  Ward  bought 
of  them  1,260  eggs  at  14  cents  per  dozen,    Apri]28,  hegavethemanotGfortl,(t2Dduein60days.    April 

aceounCasltshould  appear  taken  from  the  books  of  Ward;  makca  proper  heading:  close  the  aecount, 
and  bringdown  the  balance  a«  it  should  have  appeared  Hay  1, 1904, 

Third  Sulnject— Penmsnsliip.—The  rating  on  penmonslilp  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  catrcctnew  and  uniformity  tn  the  formation  of 
words,  letters,  and  punctuation  marks,  in  the  eiercise  of  the  foarth  subject— letter  writing.  No  par- 
MouJar  style  of  penmanship  is  preferred, 

Vourth  SuIOect— Letter  WriUng.— The  competitor  is  permitted  to  write  on  either  one  of  twosuli- 
Jecls  given.  The  following  subject  has  been  used;  Write  a  letter  of  not  le«s  than  ISO  words,  giving 
your  views  as  to  the  advantages  and  disadvantages  of  employment  In  the  departmental  service  Id 
Washington, 

This  exercise  is  designed  to  test  the  competitor's  knowledge  of  simple  English  composition  and  his 
general  Inlelilgencc,  In  rating  the  letter,  lis  errors  In  form  and  address.  In  spelling,  I'apltaliiatlon. 
punctuatlim,  syntax,  and  style,  and  its  treatment  of  the  subject,  arc  considered. 

FiBh  Sulit>eet-Conver>tl»n  ot  Currancy.— The  competitor  is  required  to  emend  the  entries  so 
as  to  show  In  foreign  money  mid  In  United  Stales  money  the  total  cost  of  each  lK>m  and  tbe  total 
amount  in  United  Klates  money.    The  work  is  to  be  done  on  scratch  paper  and  need  not  be  sliowu 
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No.  1.      (FaSNCH  INVOICR.) 

Frencb 

United  States 

12  dozen— 1  gross.] 

FWncs. 

Delta.       CIS. 

[1mark=<D.23S;  1  tonUli.-^joihM.] 

m™y" 

Tnlted  States 

Marks. 

Dolls. 

eta. 

L  of  English  and  eillier  Tieac 


1,  Italian, . 


-  Spanish  currency 


liy-— H.  B.— Competitors  are  cautioned  not  to  exceed  the  reqitiremenls 
tlons  in  their  ananers.  as  no  credit  will  be  given  for  additional  Information. 
Rtateeas  loUows:  Two  that  boiler  on  the  Columbia  River;  two  that  border  on  both  the 
id  MlsalEBlppl  rlvera;  two  that  border  on  both  Vi^nla  and  the  Ohio  River;  t«o  that  bor- 
'  Jenieyi  two  that  border  on  the  Savannah  River,  a.  In  what  Slate  la  each  of  the  follow- 
:  Penobscot  Bay,  Corpus  Cbrlsti  Bay,  Puget  Sound,  Pearl  River,  Oneida  Lake.  3.  Name 
cit;  In  each  ol  the  following-named  Slates,  and  name  the  river  or  body  of  water  on  which 
equlred  is  aituated:  Connecticut,  Miaaisslppl,  Nebraska,  Minnesota,  Ohio.  4.  In  what 
h  ol  the  folio  wlug.named  prominent  cities  located:  Racine,  Baugor,  Allegbeoy,  Charlotte, 
Angeles.  Shreveport,  Fargo,  EvanavJUe.  Ogdeneburg.  S.  In  what  foreign  country,  colony, 
m  Is  each  ol  the  lollo wing-named  prominent  cities:  Bremen,  Buenos  Ayres.  Yokobama, 
I,  Havrei  Melbourne,  Adrianople.  Ottawa,  Teheran,  Panama. 

SECOND-GRADE  EXAMINATION. 

XLiNG:  Twenty  wordsof  average  difficulty  in  common  use.  2.  Abithuetic: 
H  addition,  aubtractioa,  multiplicalJon,  and  division  of  whole  numbers,  and 
and  decimal  fractiotiE.  3.  Lbtter  writiko;  Test  in  the  use  of  the  English 
for  business  correspondence.  4.  Penmanship:  Marked  on  legiWltty,  rapid- 
lera,  and  genera]  appearance.  H-  Copvino  fhom  flaim  copy:  Ancsactcopy 
irtnted lines,  incompetitor'shandwriting.  6.  Geoorapby:  Questions relat- 
e  boundaries  of  States,  and  W  capitals,  largest  cities,  rivers  and  otber  bodies 
and  the  location  by  States  of  prominent  cities. 

illowing  questions  and  t«ete  which  have  been  used  indicate  the  general 
r  of  these  subjects; 

imect— SpelllnB.-Spelllng  la  dictated  by  the  examiner.  The  words  are  written  by  (he 
-  ill  the  hlank  spaces  Indicated  on  the  lirst  sheet  of  the  examinBllon.  All  words  should  be 
-d  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  ItsdeBuitlon.  The 
r  is  required  to  write  only  (he  word  and  ni>t  Ita  dednttlon. 

!;  One  who  opposes;  an,  a  political  opponent.  PresidenU  The  Chief  Executive  of  the  United 
■lupitrar:  One  Who  conquers.  Wlwleiomt:  Healthful;  as,  wholesome  food.  Achieve:  To  gain; 
eve  success.  Tranqail:  Quiet  or  peaceful.  Delacli:  To  separate  or  remove;  as,  to  detach  a 
rtiook,  Ej^tcasive;  Very  costly,  Dti^caie;  Death;  as,  a  person's  decease.  Noticeable:  Worthy 
a<,  a  nodceable  occasion.  Kmpiciout:  Exciting  suspicion;  as,  a  suspicious  circumstance. 
.rBlsedbanliofcarlh.  Rixiiping:  Maklnganumberof  quickblowa.  Language;  Thespeech 
j;  as,  the  English  language.  Schedule:  A  list  or  inventory;  us,  aschedule  of  prices.  Tying: 
r  fuHlenlng  with  n  cord.  Vulgar;  Low  or  mean.  CUurw;  A  way  or  track;  as,  a  race  course. 
stKtt^d  allowance  paid  for  services.  Chicago:  A  city  In  the  United  Slates. 
Subject— Arlttimetlc— Id  solving  problems  llie  proee'^ses  should  be  not  merely  Indi- 
an the  figures  necessary  In  solving  each  problem  should  be  Riven  in  lull.  The  answer 
nblem  should  be  indicated  by  wrlllng  "Aiis."  after  It. 

the  lolloU'liiR,  and  from  the  sum  subtract  3^,S!i5,696  (here  will  be  given  a  short  column  of 
2.  Multiply  TA  by  36.S.  and  divide  the  product  by  1.92,    Solve  by  decimals.    3.  A  carrier 
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can  assort  4S  letttnt  or  37  papers  In  &  minute.  At  thia  rate,  bow  many  hours  will  it  talce  him  to 
assort  3.655  letters  and  1S5  pounds  of  papei?.  avcrsgltig  7  papento  the  pound?  4.  A  lot  which  was  GS 
.  feet  wide  and  150  leet  long  sold  lor  S8,M7.S0,  whtnh  was  ooe-fourth  more  than  it  cost.  What  was  the 
cost  per  square  foot?  B.  In  a  certain  mail  there  are  2M  pounds  14  ounces  of  newspapers  weighing  at 
tbe  rate  of  S  papers  to  eveiy  J  ounces.   How  many  papers  are  there  In  the  mail?   16ounces^l  pound. 

Third  SutOect— I<e(ter  Writtoig.— The  competitor  is  permitted  to  write  on  either  one  of  two  suh- 
]ects  given.    The  following  subject  has  been  used: 

Write  a  letter  of  not  less  than  125  words,  giving  your  views  as  (o  the  advantages  derived  from  tree 
public  libraries  in  tbe  principal  cities  of  your  State.  This  exercise  is  designed  chiefly  to  test  the 
competitor's  skill  in  simple  Engllsti  composition.  In  rating  the  letter.  Its  errors  in  form  and  address, 
in  spelling,  oapitalliation,  punctuation,  syntai,  and  style,  and  its  adherence  to  the  subject,  will  be 


Fourth  Subject— Penmanship.— The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatTiess,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  formation  of 
words,  letters,  and  punctuation  marks  In  the  exerchic  of  the  subject  of  copying  from  plain  copy. 
No  particular  ntyle  of  penmanship  Is  preferred. 

Fifth  Subject— Ci>pj4iiK  friim  Plain  Copy.— K.  B.~Faragraph,  spell,  capitalize,  and  punctuate 
precisely  as  in  copy.    All  omissions  and  mistakes  will  be  taken  Into  consideration  in  rating  this 

Jfojterin  ejiu^wrfttgn  copyofthsfoVowing: 

No  recommendation  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  of  his  politi- 
cal or  religious  opinions  or  affiliation  shall  be  received,  ftied.  or  considered  by  the  CommlB^on.  by 
any  board  of  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  redut 
tions,  or  In  imposing  punishment  lor  delinquency  or  misconduct,  penalties  lilie  In  character  shall  b 
Imposed  for  like  offenses,  and  action  therenpoQ  shall  be  taken  irrespective  of  the  political  or  rel: 
glouB  opinions  or  atniiations  of  the  oHenders.  A  person  holding  a  poeltlon  on  the  date  said  position 
Is  claselQed  undPrtbeclTll-servIce  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  pei 
sons  of  the  same  class  or  grade  appointed  upon  esamination  under  the  provlstons  of  s^d  act 

Blith  Sul|Jeot-.Oeognvpby.— Questions  are  similar  to  those  shovm  under  llrat  grade,  except  tha 
no  questions  relating  to  foreign  cities  are  Included. 

Sevenlli  gal^ect— Reading  Addresses  (FostuI).— This  exercise  consists  of  the  reading  of  . 
number  of  written  addresses,  which  are  photoltthographed  on  one  sheet.  A  second  sheet  Is  fui 
nlshed,  which  contains  the  same  addresses,  these  addresses  being  printed  and  containing  errors  a 
omission,  substitution,  or  Insertion.    The  competitor  is  required  to  indicate  the  errors  in  each  printed 

address  by  underscoring  with  a  pencil,  thus, .  any  portion  of  a  printed  address  which  Is  not  a 

correct  copy  of  the  written  address,  and  by  a  caret,  thus,  A,  any  omitted  words,  figures,  or  initials. 
Words  abbreviated  in  the  written  address,  bnt  printed  in  full  in  the  printed  address,  are  regarded  as 
correct,  if  thecorreot  words  are  printed.  DIBerenoealnpnnctnatlonorcapltaliiatlon  are  not  regarded 
as  errors.    The  time  allowed  vrlll  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 

The  following  are  Illustrations  of  the  method  which  sbould  be  pursued  in  Indicating  errors^ 

WRITTEN  ADDRESS— CORRECT, 

PRINTED  ADDRESS— WITH  ERRORS  NOTED, 

Theodore  M.  Martin,  Foreman  a  Wattr  Works, 

High  Road,  Grand  Forks,  North  Dakota. 
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WRITTEN  ADDRESS-COKRECT. 

7 


^ 
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FBINTED  ADDRESS— WITH  ERKORS  NOTED 

Major  A  A.  T.  Chandler. 

ForlThompHOii»  AMeii  County^  Alabama. 

TKIKD-GRASi:  EXAMINATION. 

lling:  Twenty  aimple  wordu  in  ordinary  use.  2.  ABiTHHEnc:  Embraces 
subtraction,  multiplication,  and  division  of  wliole  numtrera  and  of  United 
3ney.  3.  Leptbr  wbitinu:  Teat  in  the  use  of  the  English  language  for 
»rrespondence.  4.  Penmanship:  Marked  on  legibility,  rapidity,  neatness, 
ral  appearance.  S.  Copving  fkou  plain  copy:  Ad  exact  copy  of  2,  few 
nea,  in  competitor's  handwriting. 

llowing  questione  and  tests  which  liave  been  used  indicate  the  general 
of  these  subjects: 

.    Tbe  wurde  are  written  by  ihe 
iminatlon.    All  words  ehoulil  be 
d  with  capital  ieCterg,    The  examiner  pronaiincea  each  word  and  gives  lis  dellDilion.    The 

aiveel  substance  made  Irom  tbe  Juice  of  the  sugar  eane.  Pledge:  Something  gi^en  us 
CVuAter,-  One  who  has  charge  of  money  in  a  ttank.  Fiffttre:  A  mark  representing  a  num- 
ling:  CoQveyiug  or  transporting  in  ttay  way,  Breodlh;  The  toeasure  troni  side  to  side, 
amount  ol  papiT  made  In  one  body  or  piece;  an,  a  sheet  o£  paper.  Entity:  loan  easyman- 
ller:  The  border  or  limits  of  a  country.  Patience,'  Tbe  state  or  quality  of  being  patient. 
:  act  of  guesBlng:  a«,  to  guess  at  one's  weight.  Threat:  The  act  of  tbreatenuig;  as,  to  make 
IMamand:  A  precious  gem,  Viiil:  Togotosce;  as,  tavlBlta.friead.  Xepair,- To  meod  or 
;  aa,  to  repair  clothes,    Peujyli::  The  body  ot  peisons  composing  a  nation;  as,  the  Amerioau 

s,  to  answer  a  letter.    EiUI:  To  live:  a.«,  to  exist  la  poverty. 

Sul^ect — Ai-ltlinietlo. — In  »iolTing  problems  tbe  processes  should  be  not  merely  indl- 
all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full,  Tbe  answer  to 
rm  Jhould  be  Indicated  by  writing  "Ans."  after  ft. 

question  will  consist  of  a  short  column  of  flgurcs  to  be  added,)  9.  Divide  Z,40S,SSe  by 
tlultlply  8,61S  by  £03,  and  then  subtract  98,746,  4.  A  merchant,  who  spent  1225,  bought  65 
liiilierat30oontaperpound.  81  barrels  of  apples  at  82.25  per  barrel,  and  spent  the  remainder 
How  much  did  he  spend  for  eoHee?  S.  During  the  month  of  August  460,000  basbels  of 
<.'  Klilppeil  Irom  a  certain  port.  During  September  87,960  more  bushels  were  shipped  than 
gust,  Whatwas  the  total  number  of  busbelsshippedln  the  two  months? 
iil^Mt— Letter  WrlUii|[.— The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 
<.    The  (ollowtog  subject  has  been  used: 

I'ik'r  containing  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by 

rum  tlie  art  o(  printing,  Thix  exercise  is  designed  clileSy  to  test  the  competitor's  skill  In 
L(llflh  comiwsHlon,  lu  rating  the  letter  Its  errors  in  form  and  addrem,  in  spelling,  capilali- 
tii'tuiitlun,  syntax,  and  style,  and  its  adtiurence  to  the  subject,  will  be  considered. 

SiilOnnt^l'eniiutuahlp.— The  raUng  on  penmaiwhlp  will  be  determined  by  legibility, 

lers,  and  puiictuaUon  marks  In  the  exeivlse  nt  Clie  Ufth  subject— copying  from  plain  copy, 
ilur  stylo  ot  penmanship  is  preferred, 

i10ei't~~Cui>yliij(  fruin  Plain  Copy.— N,  R.— Panigrapli,  spell,  capitalize,  and  punctuate 
II  lu  tbs  copy.    Ail  omissions  and  mistakes  will  be  taken  into  consideration  in  rating  this 
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Kate  an  txact  wriUtn  arpy  0/  the  /oSouiing: 

The  present  postal  policy  la  to  carry  newspapers  In  some  eaaes  free,  and  tnall  other  cueaU  much 
lower  rates  of  postage  than  Is  ehnrged  for  letters;  the  one  being  far  the  public  weal,  while  the  other 
Is  for  private  benefit.  If  the  telegraph  becomes  a  part  of  the  service  it  vrlll  still  be  the  duty  of  the 
Departmeot  to  transmit  telegrams  for  the  press  at  much  lower  rates  tban  for  prlTate  Individuals. 

BRIEF  O  UTIilNE  OF  THE  BUX-B8  FOB  BATING  EXAMINATION 
PAPEB8— POST-OFFICE,  CUSTOM-HOUSE,  ANO  INTEBNAL- 
BEVENUE  SEEVICE. 

Ab  soon  as  practicable  after  an  eiiamination  the  papere  ol  the  competitors  are  rated 
and  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
they  pass  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating: 


deduct— 
].  For  each  error  in  spelling  when  the  exercise  consists  of  20  words A 

3.  For  eaRh  failure  to  use  or  for  each  wrong  use  of  the  hyplien  and  for  each  improper  division  of 
a  word  Into  a  compound  word  when  required  to  be  written  solid 2 


deduct— 
1.  For^och  wrong  process,  producing  incorrect  result,  in  proportion  to  the  number  of  steps 

s.  Poreacti  error  In  computation  or  in  copying  froui  the  printed  question  or  from  work.^...  10 

i.  For  minor  errors,  such  as  wrong  indication  of  a,  correct  process.  Incorrect  or  ineontdslent 
punctuation,  improper  use  of  symbols  of  designation,  improper  or  incorrect  designation 

of  a  partial  or  final  re«ul(.  etc 5  to  10 

G.  For  failure  to  show  work  as  required  in  solution  of  problems 3fi  to  TS 


In  rating  the  letter.  Its  errors  in  form  and  address,  in  spelling,  capllsllzatlon,  punctnation.  syntax, 
and  style,  and  Ite  adherence  Co  and  treatment  of  the  subject  given,  are  considered,  and  Its  value.  In 
the  j  udgment  of  the  examiners,  determined  on  a  scale  ol  100. 

In  determining  the  mark  for  letter  writing  it  Is  proper  for  tlie  examiner  to  be  gnlded  in  a  general 
way  by  tbe  tallowing  scbeme:  Excellent,  95  to  90;  good,  90  to  80;  fair,  80  to  70;  ordinary,  TO  to  flO; 
poor,  60  to  50!  very  poor,  60  to  25;  practically  wonhleaa,  25  to  0, 


Penmanship  Is  rated  according  to  its  value  on  a  scale  of  100,  In  determining  the  rating,  (•gibllity, 
rapidity,  neatness,  and  general  appearance,  as  well  as  correctness  and  unilormity  in  the  fonaation 
ol  words,  letteis,  and  punctuation  marks,  are  considered,  and  it  Is  proper  lor  examiners  (o  be  guided 
In  a  general  way  by  tbe  following  scheme:  Excellent,  90  to  S6;  very  good,  8&  to  SO;  good.  SO  to  T(; 
ordinary.  75  to  70;  poor,  70  to  65;  very  poor,  65  to  60;  below  tbe  grade  of  "  very  poor."  60  to  10. 

ItULBS   FOB   BATING   COPYING    FROM    PLAIN   COPY. 

From  lOD 
deduct— 

1-  For  each  word  or  figure  omitted,  repeated,  substituted,  or  Improperly  inserted A 

2.  For  each  error  in  spelling,  for  eacb  transposllion,  for  each  abbreviation  not  in  the  copy,  for 
each  failure  lo  oapitallie  according  to  copy,  (or  each  failure  to  punctual*  according  to  copy, 
for  each  failure  to  Indent  margin  as  in  copy,  for  each  error  In  paragraphing,  and  for  irregu. 

laritjinlefl-handmai^n S 

a  For  each  misdivlaion  ol  a  word  at  the  end  ol  a  line,  lor  eacb  omission  or  improper  use  o(  the 
hyphen  in  dividing  a  word  at  tbe  end  of  a  line,  for  eacb  word  altered,  interlined,  or  can. 

celed.  Ioreachblotormlnorerasure.il  not  neat 1 

*.  For  any  other  devUllon  from  copy  not  covered  by  the  foregoing,  charges  are  made  in  the 
discretion  of  the  examiners. 
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ig  tbis  aabject  «cb  aaflweris  rale4  Id  the  jadgment  of  the  examineraac 

:  o!  100. 

he  question  requires  in  the  answei  a,  specified  numlier  of  States,  countries,  cities,  rtren 

watecB,  etc.,  and  the  answer  cotitaine a  grealer  number  than  isrequbred  by  ttie  question 


nionia 
TDiB  thus  fODnd  and  10O  is  the  rating  on  this  subject. 


>e  reanltof  any  item  .. 


t  ol  70  will  begiveii  if  Che  examination  Is  compieted  inthamaiimum  time  ol  five  houra 
For  each  Intervai  of  fice  minutes  less  than  the  maximum  lime  a  credit  ol  I  in  addition  to 
e  given.  For  completing  the  examination  in  two  and  one-half  hours  or  less  Ibe  "^ftTt"i^ni 
'  100  will  be  ^cen.  No  credit  will  be  given  lor  time  unless  tbe  average  percentage  on  the 
ig  subjects  is  at  least  70. 
der  of  tbe  CommiBsion; 

JoBN  C.  Black, 

PregidenL 


I 
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POST-OFFICE  SERVICE. 

Application  Form  1371. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  howcTer,  in  the  cases  of 
persona  honorably  discharged  from  the  military  or  naval  eeTYice  by  reason  of  duabUUy 
resulting  from  ivounda  or  sickness  incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition, 
however,  does  not  apply  to  divorced  women  or  women  who  are  separated  from 
their  husbands  and  support  themselves. 

Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  Is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  sight,  persons  blind  in  one  eye;  one-armed, 
one-handed,  or  one-legged  persons,  or  those  having  crippled  arms  or  legs,  and  those 
suffering  from  asthma  or  hernia.  In  addition  to  the  above-named  defects,  persons 
who  have  detective  speech  or  hearing  will  not  be  appointed  to  the  position  of  carrier. 
ApplicaCiona  from  persona  who  have  any  of  the  physical  defects  mentioned  will  be 
canceled  unleit  >uch  pertom  were  honorably  ditcharged  from  the  military  or  naval  service 
by  reason  of  diaability  resulting  from  wounds  or  sictnese  incurred  in  tite  line  of  diOy. 
(See  paragraph  (c),  p^e  1,  for  physical  defects  which  will  debar  persona  from  any 

Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For- 
description  of  examination,  see  pages  10,  12,  and  13. 

Examinations  for  the  following-named  offices  will  be  held,  as  tar  as  practicable, 
on  the  first  Wednesday  or  Saturday  after  the  16th  of  November  of  each  year,  and 
oftener  when  necessary: 
Albany,  N.  Y. 
Amsterdam,  N.  Y, 
Auburn,  N.  Y. 
Bayonne,  N.  J. 
Binghamton,  N.  Y.  < 
Bridgeport,  Conn. 
Brooklvn,  N.Y.c 
Buffalo,  N.  Y.  c 
Cortland,  N.  Y. 
Danbury,  ConD." 
East  Aurora,  N.  Y. 
East  Orange,  N.  J. 
Eliiabeth,  N.  J. 
Elmira,  N.Y.c 
Far  Bockaway,  N.  Y." 
Flushing,  N.  Y." 
Geneva,  N.  Y. 
Glens  Falls,  N.  Y.  o 
GloverevillB,  N.Y.c 
Hackeneack,  N.  J. 


Hoboken,  M.  J," 

Ithaca,  N.Y.« 

Jamaica,  N,  Y." 

Jamestown,  N.  Y.  e 

Jersey  City,  N,  J." 

Kingston,  N.Y.c 

Leroy,  N.  Y. 

Lockport,  N.  Y. 

Long  Island  City,  N.  Y 

Meriden,  Conn." 

Middletown,  N.  Y. 

Montcl^r,  N.  J.6 

Morristown,  N.J. 

Mount  Vernon,  N.  Y. 

Newark,  N.  J.  c 

Newburgh,  N.  Y. 

New  Haven,  Conn.  = 

New  Eochelle,  N.  Y. 

New  York,  N.  Y.  = 

Nif^ara  Falls,  N.Y.« 
Blank  forma  of  application  for  the  November  exs 
the  local  secretary  at  the  oflSce  where  employment  ie 

of  the  Second  Civil-Service  District,  Custom-House,  New  York  City,  between  July  I 
and  the  third  Monday  in  October.     Applications  should  be  properly  executed  a 


Orange,  N-J.* 
Oswego,  N.  Y. ' 
Passiuc,  N.  J. 

Paterson,  N.  J." 

Plainfield,  N.  J. 

Poughkeepsie,  N.  Y. 

Rochester,  N.  Y.* 

Borne,  N.  Y. 

Saratoga  Springs,  N.  Y. 

Schenectady,  N.  Y.« 

Stamford,  Conn. 

Stapleton,  N.Y.a 

Syracuse,  N.Y.« 

Troy,  H.  Y. 

Utica,  N.  Y. 

Waterbury,  Conn.'' 

Watertown,  N.  Y. 

Weehawken,  N.  J." 

White  Plains,  N.  Y. 

Yonkers,  N.Y.' 
mioations  may  be  obtained  from 
is  desired,  or  from  the  Secretary 


Ufllly  held  at  New  Ciutoin-eoiise,  New  York  City, 
A EiMDluationB  usually  beld  M  Newark,  N.  J.,  poat-offlce. 
^Examination  lor  tble  offlce  will  not  bs  beld  Id  November,  1909. 
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the  distriet  Becretary,  at  the  Cnstom-Honae  in  Nev  York  Cit;,  between 
Jtti<y  and  the  close  oi  bneinees  on  the  rantD  Moia>AT  m  October.    Appli* 

the  November  eiaminationB  presented  at  other  timea  will  be  retnmed  to 

'er  extra  esaminationB  may  become  neceesary  at  other  times  daring  the 
iiinoiiiicement  wilt  be  made  of  the  date  and  place,  and  also  the  period  for 
and  Sling  applications. 

a  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  examina- 
ore  than  one  of  the  above-named  fitat«laai  poet-offices.  Other  than  this 
>  reetrictioii  as  to  the  nnmber  of  different  ofBces  for  which  independent 
ons  may  be  taken  at  different  times,  hj  filing  a  separate  application  for 
3  when  an  examination  is  announced. 

I  followii^-named  offices  the  names  of  male  eligibles  will  be  entered  on 
register,  namely,  the  clerk  or  the  carrier  re^pster,  and  male  applicants  for 
jee  mutl  indicoU  in  their  applicatwn»  whether  they  desire  the  position  of 
of  c. 


fl.  Y.  Hoboken,  K.  J.  Paterson,  N.  J. 

N.  Y.  Jamwca.  N.  Y.  Rochester,  N.  Y. 

ton,  N.  Y.  Jersey  Qty,  N.  J.  Schenectady,  N.  Y. 

rt,  Conn.  Long  Island  City,  N.  Y.         Syracuse,  N.  Y. 

,  N.  Y.  Meriden,  Conn.  Troy,  N.  Y. 

S.  Y.  Newark,  N.  J.  TJUoa,  N.  Y. 

age,  N.  J.  New  Haven,  Conn.  Waterbury,  Conn. 

1,  N.  J.  New  York,  N.  Y.  Yonkera,  N.  Y. 

^.  Y.  Orange,  N.  J.  » 

,  H.  Y.  Passaic,  N.  J. 

est  for  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
made  in  writing  and  be  received  by  the  district  secretary-on  or  before  the 
le  close  of  receipt  of  applications;  otherwise  no  change  will  be  made, 
ime  of  each  male  eligible  for  any  post-office  not  mentioned  in  the  preceding 
h  will  be  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
be  considered  in  its  order  for  vacancies  occurring  in  either  the  position  of  male 
carrier,  without  regard  to  any  choice  as  to  position  expressed  by  the  ehgible 
iplicatdon.  Male  eligibles  will  be  entitled  to  three  considerations  from  the 
gister  and  also  to  three  considerations  from  the  carrier  re^ster.  Failure 
ion  from  one  r^iister  or  declination  of  appointment  when  selected  will  not 
e  status  of  an  eligible  on  the  other  register.  Acceptance  of  appointment  from 
agister  will  remove  the  eligible's  name  from  both  registers. 
!  Post-Office  Service  appointments  ore  msde  usnally  to  the  position  of  substi- 
'k  orsubstitnte  carrier.  Substitutes  are  promoted  in  the  order  of  their  original 
nent  to  the  first  vacancies  occurring  in  regular  positions, 
tin  offices  of  the  first  and  second  classes  and  carriers  in  the  city  delivery  service 
ded  into  ^x  grades,  as  follows:  First  grade,  salary  (600;  second  grade,  salary 
lird  grade,  salary  f900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary  11,100; 
ade,  salary  $1,200.  Clerks  and  carriers  at  first-claas  offices  will  be  promoted 
vely  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
:d  SQCoessiTely  to  the  fourth  grade. 

romotionB  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
following  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No 
ion  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Ofl^ce  Depart- 
F  the  efGciency  and  faithfulness  of  the  employee  during  the  preceding  year. 
i,  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
noted  at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  enbseqnent 
',  nn  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
Clerks  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eligible 
motion  to  the  h^ber  positions  in  said  postnsffices. 


Any  clerk  is  eligiblefortransfer  to  the  service  of  a  carrier,  and  any  carrier  iseligible 
for  transfer  to  the  service  of  a  clerk. 

Auxiliary  employees  are  paid  for  actual  serrice  at  the  rate  of  30  centa  an  liour. 
8uch  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
daily  and  may  serve  as  snbstitntea.  They  are  eligible  for  appointment  as  clerks  and 
carriers  of  the  flret  grade. 

Substitutes  are  paid  at  the  rate  of  30  cents  an  hoor  when  serving  [or  absent  clerks 
and  carriers,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
clerks  and  carriers  of  the  first  grade. 

Examinations  for  the  following-named  offices  wUI  be  held  only  when  eligibtes  are 
needed,  and  application  blanks  will  not  be  given  out  until  the  examinations  are 
announced: 

Herkimer,  N,  Y, 

Hoosick  Falls,  N,  Y. 

Hornell,  N.  Y. 

Hudson,  N.  Y. 

Ilion,  N.  Y. 

Irvington,  K.  Y, 

Johnstown,  N.  Y. 

Lesterehire,  N.  Y. 

Liberty,  N.Y. 

Little  Falls,  N,  Y. 

Lowville,  N,  Y. 

Lyons,  N.  Y. 

Madison,  N.  J. 

Malone,  N.  Y. 

Mamaroneck,  N,  Y. 

Mechanicsville,  N.  Y. 

Medina,  N.  Y. 

Miltord,  Conn, 

Naugatuck,  Conn. 

Newark,  N.  Y, 

NewBr^hton,N.Y,» 

Newton,  N,  J, 

Northport,  N.  Y, 

North  Tonawanda,  N,  Y. 

Nor  walk.  Conn. 

Norwich,  N,  Y, 

Nyack,  N.  Y. 

Ogdensburg,  N,  Y. 

Olean,  N.  Y, 

Oneida,  N,  Y, 

Oneonta,  N.  Y, 

Ossiningi  N.  Y. 

Owego,  N,  Y. 

Palmyra,  N.  Y. 

Patcht^ue,  N.  Y. 


Albion,  N.  Y. 
Anson  ia,  Conn, 
Arlii^ton,  N.  J. 
Baldwinsville,  N.  Y, 
Ballston  Spa,  N,  Y. 
Batavia.  N.  Y. 
■    Bath,H.Y, 
Bloomfield,  N.  J. 
Brockport,  N.  Y. 
Canajoharie,  N.  Y. 
Canandaigua,  N.  Y. 
Canastota,  N.  Y, 
Canton,  N.  Y. 
Cttrth^e,N.Y. 
Catskill,  N,  Y. 
Cohoes,  N,  Y. 
Cooperetown,  N.  Y. 
Coming,  N.  Y, 
Cranford,N.J.o 
Danaville,  N.  Y. 
Deposit,  N.  Y, 
Derby,  Conn, 
Dover,  N,  J, 
Dunkirk,  N,  Y. 
Ellenville,  N.  Y. 
Englewood,  N.J, 
Fisbkill  on  the  Hudwm, 

N.Y. 
Fort  Plains,  N.  Y. 
Fredonia,  N.  Y. 
Freeport,N.Y. 
Fulton,  N.Y. 
Greenwich,  Conn. 
Gouvemeur,  N.  Y. 
Hempstead,  N.  Y. 


Peekskill,N.Y. 
Penn  Yan,  N.  Y. 
Platteburg,  N.  Y. 
Port  Chester,  N.  Y. 
Pott  Jervis,  N.  Y. 
Port  Richmond,  N.  Y.  ^ 
Potsdam,  N.  Y. 
Rahway,  N.  J. 
Rensselaer,  N.  Y. 
Ridgewood,  N.  J. 
Rockville  Center,  N.  Y. 
Rosebank,  N.  Y.6 
Rutherford,  N.J. 
Salamanca,  N.  Y. 
Sandy  Hill.  N.  Y. 
Saranac  Lake,  N.  Y. 
Sal^erties,  N,  Y. 
Seneca  Falls,  N.  Y. 
She  I  ton,  C/onn. 
South  Nor  walk.  Conn. 
South  Oranpe,  N.  J. 
Summit,  N.  J. 
Tarrytown,  N.  Y. 
Tompkinsville,N.  Y.* 
Tonawanda,  N.  Y. 
Wallingford,  Conn. 
Walton,  N.  Y. 
Watervliet,  N.  Y. 
Watkins,  N.  Y. 
Waverly,  N.  Y. 
Wellsville,  N.  Y. 
Westfield,  N.  J. 
Weatfieid,  N.  Y. 
West  Hoboken,  N.J.  & 
WestNewBrighton,  N.Y.S 


Due  announcement  of  the  date,  time,  and  place  of  examinations  will  be  given. 
OXJSTOM-HOITSE  SERVICE. 

Candidates  for  appointments  in  the  Customs  Service  must  be  not  less  than  21  nor 
more  than  65  years  of  age,  of  suitable  physical  condition,  and  mentally  qualified. 
If  otherwise  duly  qualified,  the  limitatdon  as  to  age  will  not  apply  to  honorably  die- 
charged  TTnited  States  soldiers  or  sailors. 


There  ore  three  ftr^ee  of  general  exAminatdons  ^ven  for  poeit«ODS  in  the  Customs 
Service. 

For  description  of  examinationa  Bee  pages  10  to  15. 

Examinationa  for  poeitione  not  included  under  the  general  examinations  are  held 
only  when  eligiblee  are  needed,  and  application  blanks  will  not  be  given  out  until 
the  examinations  are  announced.  (This  does  not  apply  to  examinations  for 
9ten<^rapher  and  typewriter;  see  page  9.) 

No  person  may  at  the  same  time  be  an  applicant  for  or  eligible  from  examination 
[or  more  than  one  customs  office. 

A.ny  person  may  be  an  applicant  for  poaitions  in  one  grade  only  upon  filing  at  the 
proper  time  an  application  and  naming  in  such  appUcation  the  poeitione  to  which  he 
is  willing  to  accept  appointment;  but  no  change  shall  be  made  in  this  respect  after 
the  date  of  the  close  of  receipt  of  applications. 

When  a  person  declines  or  is  selected  for  appointment  his  name  will  not  be  again 
considered  for  the  same  position  or  any  other  position  covered  by  the  eligible  regis- 
ter from  which  he  was  selected. 

POSmONS-CTJSTOMS  OFFICES  IN  NEW  TOKK  CITT  ONLY. 

Unleee  specially  announced,  no  examination  will  be  held  until  May,  1910. 
The  first-grade  examination  is  given  for  the  positions  of  clerk  and  sampler.     Sal- 
try  of  samplers,  $1,000  per  annum.    Application  Form  13T1. 

The  second-grade  examination  combined  with  the  elements  of  time  consumed  on 
the  educational  subjects  of  the  examinatiOQ  and  practical  test  with  beam  scale  is 
given  for  the  position  of  assistant  weigher,  but  applicants  must  have  had  at  least 
one  year's  actual  experience  as  a  practical  weigher  on  the  beam  scale  such  as  is 
used  in  the  Customs  Service  at  New  York,  Applicants  must  furnish  a  statement 
of  their  experience,  stating  when,  by  whom,  and  where  employed  and  kind  of 
scales  handled.  Salary  of  assistant  weighers,  ^  per  diem.  Application  Form  1371. 
The  third-grade  examination  is  given  for  the  positions  of  attendant,  classified 
laborer,  elevator  conductor,  foreman,  messenger,  stamper,  and  watchman.  Appli- 
cants will  be  required  to  show  that  they  are  physically  qualified,  and  may  be  eiven 
a  sheet  in  the  examination  on  which  to  state  their  experience,  which  may  be  con- 
^dered  in  rating  their  examinations.     Application  Form  1371. 

All  persons  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
be  given  the  strength  fest  now  given  to  unskilled  laborers,  which  consists  of  lifting 
ind  shouldering  a  sack  weighing,  with  contents,  125  pounds.  If  they  pass  (he 
itrength  test  in  addition  to  the  classified  laborer  examination,  such  fact  will  be  noted 
ipon  the  register  as  in  the  nature  of  a  qualification.  If  the  appointing  officer  shall 
equest  the  certification  from  the  classified  laborer  re^ster  of  those  persons  phys- 
cally  qualified  for  the  discharge  of  the  manual  labor  connected  with  the  position  to 
■e  filled,  certification  shall  be  made  from  those  standing  highest  in  the  educational 
lamination  who  havealso  passed  the  strength  test.  Applicants  who  desire  to  undergo 
be  strength  teat  will  be  informed  by  the  district  secretary  when  and  where  to 
eport  for  the  teat. 

The  exaniination  for  opener  and  packer  will  consist  of  the  third-grade  subjects, 
■ith  awe^ht  of  10  per  cent,  in  addition  to  ratings  on  experience  and  abihty  as  a 
orkman,  60  per  cent,  and  ph}rsical  condition,  30  per  cent.  Special  credit  will  b& 
iven  for  experience  in  opening  and  packing  general  merchandise.  AppUcation 
nrm  1093.  Applicants  for  opener  and  packer  must  measure  not  less  than  6  feet 
inches  in  height  in  bare  feet,  and  weigh  not  less  than  150  pounds,  without  over- 
lat  and  hat. 
The  above-named  examinations  are  not  open  to  women. 

Peraona  attatnlng  k  rating;  of  8S  per  cent  or  leaa  In  the  second  or  tMrd  gntde  ouMoms 
■amlnationa  have  bot  Uttleprospectof  appointment,  as  tlie  Dnmber  of  ellRtbles  is  always 
irj  Iarg;el7  In  exoess  of  the  nomber  appointed.    Appointments  tnna  tbe  tirst-jfrade  reg;- 

eto  tlie  posltton  of  clerk  are  not  frequently  made,  owing  to  the  fiict  that  this  position 
be  fined  by  the  promotion  of  persons  alreHidy  In  the  service.  The  seoond-grwie  reg- 
»r,  estabUlhed  October  S,  1B06,  from  the  examination  held  In  the  precedlpg  May,  con- 
bied  IBI  ellgibles,  and  no  person  receiving  leaa  Uuui  87  per  cent  was  oertlfled  tor 
ipolutmeDti  up  to  Jantuur  1, 1008. 


POSmOVS-CTTSTOMS  OFFICES  OITTSIDE  NEW  TOBK  Ciry. 

The  flrat^rade  examination  is  given  for  the  poBitions  of  clerk,  day  inspector,  store- 
keeper, and  deputy  officer,  but  not  for  chief  or  special  deputy  collector  in  the  larger 
cnstom-hoosea.     Application  Form  1371, 

The  second-grade  esamination  is  given  for  the  podtjona  of  asdstant  weigher,  mee- 
senger,  and  sain])ler.     Application  Form  1371. 

The  third-grade  examination  is  given  for  the  pofiitaonB  of  attendant,  clasaified 
laborer,  foreman,  inspoctresa,  janitor,  night  inspector,  porter,  and  Tratchman. 
Application  Form  1371. 

The  examination  for  opener  and  packer  will  confliflt  of  the  third-grade  mibjects, 
with  a  weight  of  10  per  cent,  in  addition  to  ratings  on  experience  and  ability  as  a 
workman,  60  percent,  and  phyacal  condition,  30  per  cent.  Special  credit  will  be  given 
for  experience  in  opening  and  packing  general  merchandise.    Application  Form  1093. 

EXAMINATIONS. 

Examinations,  all  grades,  for  the  following-named  cnstom-boases  will  be  held 

banning  the  second  Monday  in  May: 

New  York  City.  Niagara  Falls,  N.  Y.  Buffalo,  N.  Y. 

Plattaburg,  N.  Y.  C^ensbn^,  N.  Y. 

Blank  forma  of  application  may  be  obtained  from  the  local  secretary  at  the  office 
where  employment  ia  desired,  or  from  the  Secretary  of  the  Second  Civil-Service 
District,  Custom-HouBe,  New  York  City,  only  between  January  1  and  the  second 
Monday  in  April,  and  should  be  executed  and  filed  with  the  district  secretary,  at 
the  custom-houae  in  New  York  City  not  latkb  toah  the  second  Monday  ih  Apbh^ 
Applications  will  be  received  only  between  the  dates  mentioned.  Should  it  become 
necessary  to  receive  applications  at  other  times  to  meet  the  needs  of  the  service, 
announcement  of  such  fact  will  be  made. 

Examinations  for  customs  offices  at  the  following  places  will  be  held  only  when 
eligiblee  are  needed,  and  application  blanks  will  not  be  given  out  nntil  examinations 
are  announced; 

Albany,  N.  Y.  Newark,  N.  J.  Rochester,  N.  Y. 

Bridgeport^  Conn.  New  Haven,  Conn.  Syracnse,  N.  Y. 

Cape  Vincent,  N.  Y.  Oswego,  N.  Y. 

INTBRNAL-BEVENTTE  SHRTICE. 

Application  Form  1371. 

Age  limits,  21  years  or  over. 

Examinations  for  the  positions  of  clerk,  division  deputy  collector,  office  deputy 
collector,  ganger,  storekeeper,  and  Btorekeeper-ganger  are  held  on  the  first  Wednes- 
day in  September  of  each  year,  at  the  following  places; 

Newark,  N.  J.  Rochester,  N.  Y.  Troy,  N.  Y. 

New  York,  N.  Y.  Syiacose,  N.  Y. 

The  examinations  for  the  positions  named  above  are  described  on  page  10. 

The  deputy  collector  and  clerk  examination  will  be  pven  for  the  positions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  positions 
should  apply  for  the  "  deputy  collector  and  clerk"  examination.  The  storekeeper- 
ganger  examination  will  be  given  for  the  positions  of  ganger,  storekeeper,  and 
storekeeper-ganger,  and  applicants  for  thee©  poeilions  should  apply  for  the  "store- 
keeper-ganger" examination. 

All  positions  in  this  service  are  subject  to  competitive  examinations  except  those 
of  mere  laborers  or  workmen,  those  which  are  subject  to  confirmation  by  the  Senate, 
all  bonded  storekeepers  and  gangers  whose  compensation  does  not  exceed  |3  per 
diem  when  actually  employed,  and  whose  aggregate  compensation  does  not  exceed 
$500  per  a 
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.□  applicant  can  be  examined  only  for  the  dietrict  in  which  he  wishes  to  be 
ployed,  and  the  Department  tiaoally  Eelects  for  appointment  an  eligible  who  is  a 
dent  of  the  district  in  which  the  vacancy  exiete.  An  applicant  must  indicate  in 
application  both  the  nomber  of  the  district  and  the  name  of  the  cily  in  which 
deeirea  employment. 

fo  person  may  at  the  BAme  time  be  an  applicant  for  or  eligible  from  examination 
more  than  one  internal -revenue  office. 

;xaminationa  for  each  internal-revenue  district  will  be  held  on  the  first  Wednesday 
September  of  each  year. 

'here  are  seven  intemal-revenne  districts  whose  headquarters  are  located  within 
second  civi>-service  district,  viz,  at  Brooklyn,  New  York  (two  districts),  Albany, 
acnse,  Bochester,  N.  Y.,  and  Newark,  N.  J. 
'he  districts  are  as  follows: 

!tw  Jersey.— -FiUb  District;  The  counties  of  Bergen,  Easei,  Hudson,  Hmiterdon, 
idlesex,  Morris,  Passaic,  Somerset,  Sussex,  Union,  and  Warren. 
iWtf  York. — First  District:  The  counties  of  Kings,  Nassau,  Queens.  Richmond,  and 
folk. 

econd  District;  The  First,  Second,  Third,  Fourth,  Fifth,  Sixth,  Eighth,  Ninth, 
1  Fifteenth  wards  of  New  York  City;  that  portion  of  the  Fourteenth  Ward  lying 
it  o!  the  center  of  Mott  street;  that  portion  of  the  Sixteenth  Ward  lying  sonth  of 
center  of  West  Twenty-fourth  street,  and  GovernorB  Island, 
'hird  District:  The  Seventh,  Tenth,  Eleventh,  Twelfth,  Thirteenth,  Seventeenth, 
hteenth,  Nineteenth,  Twentieth,  Twenty-first,  and  Twenty-second  wards  of  Kew 
^k  City;  that  part  of  the  Fonrteenth  Ward  lying  east  of  the  center  of  Mott  street; 
t  part  of  the  Sixteenth  Ward  lyi:^<  north  of  the  center  of  West  Twenty-fourth 
«t,  and  Blackwells,  Randalls,  and  Wards  islands. 

'oiirteenth  District;  The  counties  of  Albany,  Clinton,  Columbia,  Dutchess,  Essex, 
ton,  Greene,  Hamilton,  Montgomery,  Orange,  Putnam,  Rensselaer,  Rockland, 
atoga,  Schenectady,  Schoharie,  Sullivan,  Ulster,  Warren,  Washington,  and  West- 
sttr,  and  the  Twenty-third  and  Twenty-fourth  wards  of  New  York  City. 
'wenty-first  DiKtrict:  The  conntiee  of  Broome,  Cayoga,  Chenango,  Cortlwid,  Dela- 
■e,  FrankliD,  Herkimer,  Jefierson,  Lewis,  Madison,  Ondda,  Onondaga,  Oswego, 
ego,  St.  lAwrence,  Schuyler,  Seneca,  Tioga,  Tompkins,  and  Wayne- 
'wenty-eighth  District:  The  coonties  of  Allegany,  Cattaraugus,  Chantanqua,  Che- 
ng, Erie,  Geneeee,  Livingston,  Monroe,  Niagara,  Ontario,  Orleans,  Steuben, 
oiwing,  and  Yates. 

Hank  forms  of  application  may  be  obtained  from  the  local  secretary  in  the  city 
ere  employment  is  desired,  or  from  the  Secretary  of  the  Second  Civil-Service  Dis- 
t,  Custom-House,  New  York  City,  between  June  I  and  the  first  Wednesday  in 
iust.  Applications  should  he  properly  executed  and  filed  Yiith  the  district  aec- 
iry  at  the  cuslom-hoose,  New  York  City.  They  will  be  accepted  not  earlier  than 
le  1  Dor  later  than  4.30  p.  m.  on  the  first  Wednesday  in  August  Applications 
acnted  at  other  times  will  be  returned  to  the  apjilicanta.  Should  it  become 
essary  to  receive  applications  at  other  times  to  meet  the  needs  of  the  service, 
louncement  ol  such  fact  will  be  made. 

'or  a  copy  of  the  Gauger's  Manual,  applicants  should  apply  to  the  Conunissioner 
nternal  Revenue,  Washington,  D.  C. 

'he  positions  of  bonded  storekeeper-gaugers  whose  compensation  does  not  exceed 
per  diem  when  actually  employed,  and  whose  aggregate  compensation  does  not 
««d  (500  per  annum,  are  not  subject  to  examination. 

Examination  for  the  position  of  messenger  is  held  only  wben  eligibles  are  needed,' 
I  will  be  duly  announced  in  the  public  press. 

JUSTODIAN,    StJBTEEAStJRY    AND    MINT    AND    ASSAY 
SERVICES. 

laminations  for  these  services  will  be  held  only  when  eligibles  are  needed, 
I  applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
Louncement  of  date,  time,  and  place  of  examination  will  be  given.  The  a; 
Qts  will  contain  information  as  to  the  subjects  of  the  examinations. 


Applicants  for  positJoDB  in  the  mechanical  trades  or  for  other  noneducational  poai* 
fiona  in  the  QuartermEtster'B  Department  at  Large  should  wiite  to  the  district  secre- 
tary at  New  York  for  infonnation. 

G£M£RAL  INFOBIOATXON. 

Many  applicai^ta  fail  to  properly  execute  their  applications  or  fail  in  the  esamina- 
tiona,  not  through  a  lack  of  knowledge,  but  largely  through  haste  and  careleasneea 
in  reading  and  interpreting  qaestiona  and  in  writiag  the  answers.  Great  care  should 
he  exercised  la  completing  the  application  to  see  that  every  requirement  has  been 
fully  complied  witli.  In  the  examinationa,  while  competitors  must  complete  th^ 
work  within  a  prescribed  time,  it  is  ample  for  the  careful  consideration  of  every 
qr.estion  given. 

TTnder  lectiona  0809,  041S,  and  S479,  BoTlied  Statot«i  of  tha  Unltad  Btatei,  any  falie 
ttatemmt  In  an  applloation,  altatatlon  of  a  TODobar  oi  oertifloate,  or  the  preientation  to 
the  CommlHion  of  any  laoh  paper  la  a  violation  of  the  law.  A  niunber  of  oonvletloiu  of 
pertons  guilty  under  the  abova-mentioBed  itatntea  have  been  leonred. 

The  CommiBsion  is  not  responsible  for  delay  in  the  receipt  of  applications.  Appli- 
cations sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

Persons  who  have  applied  tor  an  examination  or  who  have  paased  an  examination 
should  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
Failure  to  do  so  will  be  treated  as  the  faalt  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  always  be  made  by  letter,  which  should  relate  only 
to  the  change  ia^drees  and  should  always  indicate  the  kind  of  examination  taken, 
the  average  attuned,  and,  it  educational,  the  place  and  date. 

All  examination  questions  are  prepared  and  all  papers  are  rated  by  the  Civil  Serv- 
ice Commission,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
promptly  as  possible,  and  competitors  are  notified  of  their  aven^ies  as  soon  as  the 
rating  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
district  secretary  or  the  Commission  to  expedite  the  rating. 

A  person  who  passes  in  an  examination  will  not  be  allowed  reexamination  (or  the 
same  potation,  or  for  any  position  covered  by  the  same  examination,  until  approxi- 
mately one  year  after  the  date  of  the  former  examination,  whether  or  not  the  com- 
petitor has  been  three  times  certified.  A  person  who  f^ls  to  pass  in  an  examination 
may,  upon  filing  a  new  application  in  due  time,  enter  the  next  examination  when 
held.  Reexamination  other  than  that  named  above  will  be  granted  only  in  very  ex- 
ceptional cases,  in  which  injustice  has  for  any  reason  been  done  or  suffered,  and  in 
such  cases  the  request  for  reexamination  must  be  accompanied  by  a  sworn  statement 
of  the  alleged  facte  upon  which  it  is  based.  A  simple  statement  that  the  applicant 
did  not  do  himself  justice  will  not  be  regarded  as  sufficient  ground  for  allowing  a 
reexamination.  An  applicant  who  is  recovering  from  illness  must  abide  by  the  result 
of  his  examination,  whether  or  not  he  statee  in  his  declaration  sheet  that  he  is  phys- 
ically unable  to  do  himself  justice. 

Wherever  possible  postal  cards  should  he  used  in  making  requests  for  blanks.  Be 
as  brief  as  possible,  simply  indicating  the  kind  of  examination. 

When  an  eli^ble  accepts  an  appointment  his  name  will  be  taken  from  all  registers 
resulting  from  the  same  or  a  subsequent  rimilar  examination. 
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!0  or  more  memberi  of  tunll;  tn  public  servics.  —The  civil-service  act  provMes  that 
never  there  are  two  or  more  members  of  a  family  in  the  public  eervice  in  the 
eg  covered  by  that  act  no  other  member  of  such  family  shall  be  eligible  to 
lintment  to  any  oE  the  said  grades.  The  Attorney-General  on  May  25,  1907, 
ered  a  decision  that  where  two  or  more  members  of  a  family  are  in  the  public 
,ce  in  the  grades  covered  by  the  civil-service  act  the  Commisaion  is  authorized 
required  to  withhold  from  certification  the  name  of  any  other  member  of  such 

ter  the  papers  of  an  examination  have  been  rated,  the  names  of  theeligibiesare 
red  on  the  re^sler  in  the  order  of  the  average  obtained  by  each.  An  a\'erage 
antage  of  70  is  required  in  order  to  become  eligible,  except  in  ca^es  of  persons 
>rabty  discha^ed  from  the  United  States  military  or  naval  service  for  digabilUy 
■red  in  Ike  line  of  duty.  The  names  of  such  persons,  whose  claims  for  preference 
i  been  allowed  by  the  Civil  Service  Commissioa,  and  who  obtain  an  average 
sntage  of  65,  will  be  placed  at  the  head  of  the  eligible  register, 
hen  a  vacancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  coa- 
'ed  by  the  nominating  o£Bcer,  and  from  these  three  a  selection  is  made.  The 
es  not  selected  are  considered  again  nntil  each  name  has  been  considered  three 
s.  The  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 
iter. 

'ery  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
:h  time  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
.bsolute  appointment.  In  the  Post^Offlce  Service  the  six  months'  probationary 
m1  b^ins  from  the  date  of  appointment  as  r^nlar  clerk  or  carrier  and  not  from 
late  of  appointment  as  substitute. 

CIVID-SBRVICE  SCHOOId  AND  INSTITUTES. 

le  Commission  has  no  connection  with  any  civil-service  school  or  institnte  doing 
less  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
rd  to  such.  Their  representatives  are  not  permitted  to  inspect  the  examination 
rs  of  competitors.  Authentic  information  in  regard  to  examinations  may  be 
ined  only  from  the  United  States  Civil  Service  Commission,  and  without  coat, 

INFORMATION  CONCEKNINO  OTHEIt  SERVICES. 

manual  of  examinations  is  issued  by  the  United  States  Civil  Service  Commission 
inuary  and  July  of  each  year,  which  conlaina  full  information  concerning  the 
lar  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Rail- 
Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services, 
py  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
mission,  Washington,  D.  C. 

STENOGRAPHER  AND  TTPEWRrrEtt  (ALL  SERVICES). 

e  stenographer  and  typewriter  examination  is  the  same  for  all  branches  of  the 
;ral  aervice,  and  eligiblea  are  certified  to  vacancies  in  the  Departments  in 
tiington  or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or 
,here,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be  required  for 
;ood  of  the  service. 

Formation  concerning  this  examination  may  be  obtained  From  the  United  States 
Service  Commission,  Washington,  D.  C. 
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DESCBIPTION  OF  EXAMINATIONS. 

« three  grades  o£  general  examinations,  namely: 


Siiit  grade;  ensB 

^ 

Second  grade. 

Third  grade;  ousto 

ma 
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0 
25 

16 
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S.  Letter  writing., 
plain  copy.... 

Total 

20 
20 
20 
20 

100 

2   A?«&ic 

S.  LetteiwdUQg'! 
4.  Penmanghlp  ... 

Total 

10 
10 

4.  Penmansblp 

Total 

20 
30 

100 

velghta  of  flist  and  secoDd  grade  exomlmitiona  for  tbe  New  York  eiutom-hi 
la  given  for  positions  of  both  clerk  and  carrier  Jn  post-oflloes. 


Subjects  and  toeights  firtl  and  aecoJtd  grade  examinatiom  for  the  Nea  York  ciutom-howK. 


Flnt  grade. 
(Time  allowed,  6  hours.) 

(Tin.e^w'^^our., 

Subjects. 

Relative 
welghlH. 

Subjects. 

RelattYS 

weights. 

10 
10 

, 

111 

2 

! 

1 

Time  consomed  in  eiamlnatloQ 

10 

100 

.Subjects  and  weighia  of  examinations  for  the  Internal-Revenue  Service. 


Deputy  collector  and  clerk. 
(Time  allowed,  B  houia. ) 

(,£?assa°K„., 

Subjects. 

Relative 
wateht*. 

Subjects. 

Relative 
weights 

1 

10 

I   Arithmetl 

2.  Letter  writing  (second  grade) 

Total 

100 

. 

11 

the  deputy  collector  and  clerk  examination  the  apelling  test  ie  of  aboQt  the 
degree  of  difficulty  as  that  tor  first  grade.  The  second  subject,  arithmetic, 
rises  foadamental  operationa,  common  and  decimal  fractions,  and  practical 
ems  in  the  elements  of  percentage  and  mensuration.  This  sabject  is  of  approx- 
ly  the  same  decree  of  difficnlty  as  the  first-grade  arithmetic  in  the  custom- 
',  examination,  bnt  the  qneetions  relate  more  particularly  to  problems  which 
arise  in  the  internal-revenue  service.  The  test  in  elements  of  accounts  ia 
IT  to  the  fifth  problem  in  first-grade  arithmetic 

the  storekeeper-ganger  examination  the  subject  of  arithmetic  comprises  fonda^ 
nl  operations,  common  and  decimal  fractions,  and  practical  problems  in  the 
^nta  of  mensuration.  This  aubjoct  is  of  approximately  the  same  d^ree  of  diffi- 
as  the  second-grade  arithmetic  in  the  custom-house  examination,  but  the  quee- 
relate  more  particularly  to  problems  which  may  arise  in  the  internal-revenue 
:e.  The  copying  exercise  consists  of  a  test  in  copying  figures  arranged  in  the 
hf  a  table,  and  also  a  few  printed  lines. 

SPECIMEN  QUESTIONS. 
FIRST- ouade  examination. 

3  following  questions  and  tests  which  have  been  used  indicate  the  general 
cter  of  these  subjects: 

t  Sal^Ject— Spelling.— Spelling  is  dictated  by  the  eiaminet.  The  words  Bto  written  bj  the 
tltot  In  the  blank  spaces  Indicated  on  the  flret  sheet  of  the  examination.  All  wordg  should  be 
3Dced  with  capital  letters.  The  examiner  pronounces  each  nard  and  give!  Its  deflnltian. 
impetltor  Is  required  to  write  onlj  ttie  voni  aJid  not  Its  definltton. 

lifer.-  A.  long,  round  body.  Promimary:  CoDtaining  apromiie;  a9,apromIsaoTy  note.  Eaaitlal: 
lary  or  lndlsi>«naablc.  DtttemibU:  Apparent  or  vi^bls.  Cpportaaits:  A  fit  or  coiiTenient  time. 
VI:  Faleeor  tricliy.  Dtference:  Respect  or  r^»rd.  /luerUon;  The  act  of  placing  In;  aa,  the  insei- 
f  an  adverUsement.  rhdWaU:  Tomakeeas;:  as.  to  tocllttate  biuloesa.  Schenedady:  A  city 
United  States.  AOSaeaii:  Lying  near  or  bonlering  on.  Souoenfr;  k  token  of  remembrance. 
'hng:  Yldding  or  gtying  up;  as,  conceding  a  poIoL  lAneage:  Line  ol  descent  or  anccatry;  aa,  oC 
Ineage.  Dtleterfout:  Harmful  •»  iDjuriotu;  as,  deleteriODS  to  health.  HoriamiiU;  On  a  level. 
tony:  An  estate  inherited  from  one's  lather.  Cerlijkate;  A  written  testltnony;  as,  a  marriage 
:ale.  Sttertiair:  A  place  of  storase;  as,  a  water  reservoir.  PrivOegt:  A  right  as,  the  privilege 
ng. 

•nil  9at({ect— AritliDieUfi. — In  aolvlDg  problems  the  processes  should  be  not  merely  In 
.  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.    The  answer  to  t 
m  should  ha  indicated  by  writing  "Ans."  after  It, 

hiB  question  comprises  a  test  in  adding  numbers  crosswiso  and  lengthwise.  There  ore  usn 
lolomns  of  about  twelve  numbers  each  to  bo  added,  2.  Dlvldt  <7W  by  7i,  multiply  the  . 
•y  3|,  and  to  the  product  add  0.D90T  of  2H,e,    3.  Alsther  invested  asudlcient  sum  of  mane 

m  invested?   4.  The  appropriation  for  the  Civil  Service  Commission  for  the  fiscal  year  ei 

10,  1S9T.  was  tlt8,S4(l.    During  that  year  50.000  peiBons  were 

!r  failed  to  pass,  and  VJi  per  cent  of  those  who  passed  were 

>  the  Oovemment  ol  each  appolntmentT    5.   On  April  1, 

»S,9a  on  DCCOunL    April  4,  ha  sold  them  fiS  barrels  potalo> 

liem  a  draft  upon  San  Francisco  for  Sl.SSO,  which  they  accepted  at  )  per  cent  discount,    April 

■  sold  Ward  SM  bushels  com  at  3S1  cents  per  bushel.    April  16.  they  bought  of  him  2,S«0  feet 

r  at  n,2S  per  bundred  lect    April  19.  they  sold  him  34i  dozen  clialis  at  30  cents  each.    April  SI. 

bought  of  them  l.zao  eggs  at  14  cents  pcrdoien.    April  2S,  ho  gave  them  a  note  for  tl, BIO  due 

^ys,    April  29,  he  bought  of  them  2.080  pounds  hay  at  tlli  a  ton.    Make  an  itemized  statement 

above  account  as  it  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading; 

.be  account,  and  bring  down  the  balance  as  It  sboold  have  appeared  May  1, 190t, 

rd  SuItJsct— Fenmanshlp.— The  roUnKaa  penmanship  will  be  determined  by  legibility, 

ty.  neatness,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  formation  of 

.  letters,  and  punctuation  marks.  In  the  exercise  of  the  fotuth  subject—letter  writing.    No 

iiiar  style  of  penmanship  Is  preferred. 

rUi  Sul^ect— Letter  Writing.— The  Competitor  Is  permitted  to  write  on  either  one  Of  two 

Is  glveo.    The  following  subject  has  been  used :  Write  a  letter  of  not  less  tlian  ISO  words,  giving 

lews  as  to  the  advantages  and  disadvantages  of  employment  in  (he  departmental  service  In 


examined.    If  34  per  i 
appointed,  what  was  the  average 
1901,  AmoB  Ward  owed  Graves  & 
rol.    April  6, 


rP,-.d:-,G00<^Ic 


TbUcxerclEQisdeEf^cd  to  lect  the  t 

general  In leUtgeace.    In  TStlD?  (bcle 

puoetuafloo,  ijTitai,  »a<l  6I7I0,  luscl  iu 

Fifth  Kubject— CoDvenloii  of  Cut 


npelltor'e  Luowled^  of  simple  English  coiDpoddoD  and  his 
:t,  lu  enon  In  lurm  sad  addrcw,  fa  ipeUing.  capiullzation, 
ealmcnt  o(  Ihe  sabject,  are  consldeied. 
mej.—Tbe  compeltlor  fa  required  to  extend  the  entries  to  u 


1.    (Fbekch  Intotce.) 
1  tmiic-W.llO;  I  metcr-l 

dozen  bI  gran.] 


IKj  eroti  bottles  brand;,  at  7i  fnnvs  per  dozen . . 
8U  [ileccs  ailk,  each  S2  mclera  by  16  centimeleiH,  - 


timen  per  iiquare  m 


Total  In  United  Blales  moner .. 


'SESh  I!  rjnilcd  Slato 
M1S7-  |l        money. 


Francs.  |i    Dolls.       Ct«. 


United  States 


esceed  the  rcqalremeau 


This  (est  may  comprise  convenlon  of  Englisb  atid  either  French,  German,  Italian,  or  Spnnisli  enr- 
renc]'  to  United  Statei  correncj'. 

SUth  8uti)ect— OeogTBphr.— N.  B.— Compctfton  are  caintloi 
of  the  questions  In  thelioDi wen,  as  no  credit  will  b«  glreu  for  additional  ir 

1.  Name  State*  aa  iollowe:  Two  that  border  on  the  ColumbU  Kiyer;  two  that  border  on  both  the 
MlMOurl  and  Mississippi  rivers;  two  that  border  on  both  Virginia  and  the  Ohio  River;  two  that  bor- 
der on  New  Jersey;  two  that  border  on  the  Savannah  River.  S.  In  what  Stale  Is  each  of  the  follow- 
ing named:  Penobscot  Bay,  Corpiu  Chrltti  Bay,  Puget  Sound,  Peail  Klrer,  Oneida  Lake.  3.  Name 
the  largest  cUy  In  each  of  the  followlng.named  Statea,  and  name  therlveror  body  of  water  on  whlcb 
each  city  required  ta  altuated:  Connecticut.  Mlsslsalppl,  Nebmslui,  Minnesota,  Ohio.  4.  In  what 
Slate  la  each  of  the  following-named  prominent  cities  located^  Raclne.Bangor,  Allegheny,  charlotte. 
Cairo,  Los  Angeles,  Shreveport,  Fargo,  Evanayille,  Ogdenshurg.  A.  In  what  foreign  country,  colony, 
or  possession  la  each  of  the  following-named  prominent  cities:  Bremca,  Buenos  Ayres,  Yokohama, 
Cape  Town,  Havre.  Melbourne,  Adrlanople,  Ottawa,  Teheran.  Panama. 

Seventh  8ntU"ct  (I*ewTork  Customs  Serrloe.)— Time  consumed  In  examination, 

SBCOND-GBAJDB  EXAMINATION. 

Tho  following  queetiona  and  tests,  which  have  been  used,  indicate  the  general 
character  of  tlic^  subjects: 

VIrst  SulOeot—apelUnff,— Spelling  Is  dictated  by  the  eiamlner.  The  words  are  written  by  the 
competitor  In  the  blank  a  paces  Indicated  on  the  Siatahcctol  the  examination.  All  words  should  be 
commenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  Its  deflnltlan.  The 
competitor  is  required  to  write  only  the  word,  and  not  Its  de/lnlllon. 

Opponent:  One  who  opposes;  aa,  a,  political  opponent.  Pretident:  The  Chief  Executive  of  the 
United  Stales.  Oniqueror:  One  who  conquers.  WTtolctome:  Healthful;  as,  wholesome  food.  Achieve: 
To  gain;  as,  to  achieve  auccess.  lYangull:  Quiet  or  peaceful.  Betach:  To  separate  or  remove;  as,  to 
dtwch  ft  leaf  from  a  book,  Eirpmthx:  Very  costly.  Beceate:  Death;  as,  a  person's  decease.  y<itict- 
ablc:  Worthy  of  notice;  na.a  noticeable  occasion.  Susjrieknt:  Exciting  suHpIcloo;  as,  a  auspicious 
circumilance.  nrraix:  A  raised  bank  of  earth.  Eapptng:  Making  a  number  of  quick  blowa  Lan- 
atiagt;  The  speech  of  a  people;  as,  the  English  languoge.  Schedule:  A  list  or  lovenlory;  as,  ascbcd- 
ula  of  prices.  JV'"?-'  Blading  or  faalenlug  with  a  cord.  VuIitot;  Low  or  mean.  Oniric:  A  way  or 
track;  as, o  race  course.    Solar]/:  A  statedallowaoce  paldforservicea.    Odcago:  A  cltyln  the  United 

Seoonil  Sulgjeot— ArlUimotlc.— In  solving  problems  the  processes  should  be  not  merely  Indicated, 
but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  answer  to  each 
problem  should  bo  Indicated  by  writing  "Ans."  alter  It. 


■1  Goo' 


glc 


:ic  following,  and  from  the  EQm  EUbtmct  32,SSIj,G96  (hero  nlll  bo  glrcn  a  Ebort  cotninn  oC 
:.  Multiply  TA  by  Se.».  and  divide  the  product  by  1,92.  Solve  by  decimals.  3.  A  carrier 
13  letters  or37papereln  amlnQte.  At  Ihisrate,  how  many  hours  will  Utflke  blm  to  assort 
J  and  166  paanda  of  papeis.  avcrnging  1  papers  to  the  pound?  4.  A  lot  which  was  63  feet 
50  feet  loBB  sold  for  »S,347.H),  ivhloh  was  one-fourth  more  than  it  oosL  What  was  the  coat 
foot?  S.  In  a  certain  mail  there  are  29i  pounds  U  ounces  of  newspapers  weighing  at  tde 
ipers  to  every  7  ounces.  Gow  many  papers  are  there  in  tho  mail?  IG  onnces»1  ponnd. 
ul^ect — Iietter  Writing.— Tbe  competlMc  Is  petmllted  to  wrlt«  on  either  one  of  two  sub- 
..  The  lollowlng  subject  bas  been  used:  Write  a  letter  of  not  less  then  Vi&  words  giving 
1  as  to  the  advantages  derived  from  free  public  libraries  in  the  principal  cities  of  your 

^rcise  Is  designed  chiefly  to  test  th 

letter,  Its  errors  in  form  and  addre: 
Its  adherence  to  Iha  subject,  will  b< 

Snhject— Fennunshlp.— The  rating  on  penmanship  will  be  determined  by  legibility, 
leatness,  a.nd  general  appearance,  and  by  eorrcctncss  and  uniformity  in  the  formation  of 
LeiB,  and  punctuation  marks  in  the  exercise  of  the  subject  of  copying  from  plain  copy.    No 

style  of  penmanship  is  preferred. 

it^ect — Copying  ttaia  Plain  Copy.— K.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
OS  Id  copy.    All  omissions  and  mistakes  will  be  taken  Iiit«  consideration  In  rating  this 

1  exact  mrillen  copy  qf  thefoUowing; 

mmendatloa  of  an  appllcanC,  competitor,  oc  eligible  involving  any  disclosure  ol  hispollUcal 

js  opinions  orafflliallon  ahall  be  received,  filed,  or  considered  by  the  Commission,  by  any 

ixaminers.  or  by  any  nominating  or  appointing  officer.    In  making  removals  or  rcducliona, 

losing  punishment  for  delinquency  or  misconduot,  penalties  like  in  character  shall  bo 

:or If ke  olTenses,  end  action  thereupon  shall  betaken  Irrespective  of  the  political  or  religious 

or  afStiatlons  of  the  oSendcrs.    A  person  holding  a  position  on  the  date  said  posltloQ  Is  clas- 

ler  tho  eivil-servioe  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  persons 

ue  class  or  grade  appointed  upon  examination  under  tbe  provisions  of  said  act. 

iabject — Gengmpliy.^Questians  are  similar  to  those  shown  onder  first  grade,  except  that 

ons  relating  to  foreign  clUcs  are  Included. 

til  Sabject— Time.    [Customs.)    Time  consumed  In  examination. 

Ol  Sutjeet— ReadliiK  AddresBea.    (Postal).— This  exercise  consists  of  the  reading  of  a 

]f  written  addresses,  which  are  pholollthograpbed  on  one  sheet.    A  second  sheet  Is  lur- 

vhich  contains  tbe  same  addresses,  these  addresses  being  printed  and  containing  errors  of 

,  substitution,  or  Insertion.    The  competitor  Is  required  to  Indicate  the  errors  Id  each  printed 

ly  underscoring  vdch  a  pencil,  thos, ,  any  portion  o(  a  printed  address  which  Is  not  a 

;opy  of  the  written  address,  and  by  a  caret,  thus.  A,  any  omitted  words,  figures,  or  Initials, 
bbreviated  In  (he  written  address,  but  printed  In  full  In  the  printed  address,  are  regarded  as 
f  thecorrect  words  arc  printed.    Differences  In  punctuation  or  capltaliiation  are  not  regarded 
I.    The  Ihne  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 
Ilowing  are  Illustrations  of  (he  method  whlcb  should  be  pursued  in  Indicating  errors: 

WRITTEN  ADDBESS— CORRECT. 

PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Theodore  M.  Martin.  Foreman  A  Water  Works, 

Htgh  Road,  grand  Forks,  North  Dakota. 


,,Gooi^Ic 


WBITTBH  ADDRESS— GORRBCI. 


FBIKTKD  ADDKBSS— WTTB  ERBOK3  NOTBD 
Major  A  A.  T.  Cbandkc. 

ttartTboiap™.  AMm  County.  t]«l»Ba. 


TIm  lollowing  qootioiis  and  tests,  wtudi  hoTe  been  nsed,  indicate  the  gemersl 
dwiActer  of  these  sabjecb: 

Xln*  SmW»«*  8p«^^».— ^ttting  b  ^et»fa  br  As  exajniinr.  The  wnds  an  wiittea  br  tbe 
conpMitBrbillHhhaikaiiMcalBAntedoBUHai^ilHitaftkaemttntloa.  Allnds  shcBld  be 
~p— — ■"»  vttta  (apilal  lettHs.  Tbe  "™'~'  immiiiiiii  1 1  ^ch  nd  and  i 
laind  Id  WTiM  oat;  tte  «wd  and  DM  f  ts  deBnitiaii. 


■oo^  m  a  bank,  .^jurc  A  siai^  fepccaentine  a  dob- 
a  an;  way.  .a>«vU.-  Tbe  BXvnre  fna  ride  b)  sde. 
fftrtr<.-  T!>e  aaasat  of  paper  niarde  in  on  body  or  pie«:  d^  a  sheet  o<  pipes.  £iri>V  In  an  fssy  man- 
ner.  Av^te:  T^e  :uider  or  tiBiti  of  a  caantrr.  JWiiaLi..  Tbe  itate  or  qvalitr  of  bang  patioitl 
fiian*:  Tie  act  ot  gae^a^  te,  to  gues  ax  txufs  *c%bt.     rbi^r  Tlw  act  of  UmmtentiHr  *>,  ">  tmaia 

iBRiHieiDdsa.     niiipli    Till  tiiiilj  iiriii 

cT«balBMedaf:^lnnqBtt*aaBer.     n\um    rfiiJI  aiiiiaal  fal       lamii    T>in|ilf 
bMr1tolne:a^tocsi 


),.vGoo<^Ic 


oxjtunt:  op  the  btjijbs  pob  rating  exam- 
con     PAPERS;  POST-OFFICE,    CUSTOK-HOUSE,    AIO> 

3NA.I^nE.YlSNVm  SEBTICES. 

as  practicable  after  an  examination,  the  papers  of  the  competitors  are  rated 
.verage  percMitt^  ol  each  asc^tained,  and  competitors  notified  whether 
or  fail.     The  following  is  a  brief  outline  of  the  rulea  for  rating: 

deduct— 


foJlure  to  me  or  £or  eac^  wrong  lua  of  the  hTpben  And  bx  eACb  Improper  dlvt 

a  word  iDto  a  cixBpoaad  vwd  wtien  reqolied  to  be  written  aoOd ..........  2 

RULES   rOR  RATING    ARITHUBna 

From  100 
deduct— 
1  wiong  process,  producing  Incorrect  leault,  In  pnqioMJoa  to  Uie  number  of  Btepa 

ed  and  gravity  of  error lOtolDO 

mal  error  and  for  each  evaaion  of  a  decimal  or  common  fraction  teat 25 

1  error  la  computation  or  In  copying  from  tbe  printed  question  or  from  ivoik 10 

or  errors,  ench  as  wrong  IndloutJonof  a  correct  proceffi,lDCorrect  or  Inconsistent 
nation.  Improper  u£e  of  symbols  ot  designation,  Improper  or  Incorrect  dealgnai. 

I  a  partial  or  flnal  result,  etc Glo!0 

lire  to  show  ffoik  OS  required  In  solution  of  problems 25  to  75 

BUl/BS  FOB   HATING   LSTTEE  WBmNO. 

g  tbe  letter,  11^  errore  In  form  and  address,  In  spelling,  capllallzatloD.  punctuation,  syntax 
and  Its  adherence  to  and  treatment  oE  the  eubJecC  given,  are  considered,  and  Its  valne.  In 
lent  of  tbe  examiners,  determined  on  a  scale  of  100- 

-mlolng  the  mark  for  letter  writing  It  Is  proper  lor  the  examiner  to  be  gtilded  In  a  general 
le  following  scheme:  Eicellent,  95  to  90;  good,  90  to  80;  fair,  80  to  70;  ordinary,  70  to  CO;  poor, 
'ory  poor,  50  to  2G;  practically  worthless,  %  to  0. 


I 


Dshlp  Is  rated  according  to  lis  value  on  a  scale  of  ICO.  In  determining  the  retlng,  legibility, 
neatness,  and  general  appearance,  as  well  as  correctness  and  uniformity  In  tbe  formation  of 
tters,  and  punctnatlon  marks,  ore  con^dered,  and  It  Is  pmper  for  examiners  to  be  guided  In 
I  way  by  tbe  following  scheme:  £xce1lent.  90  to  85;  very  good,  85  to  SO;  good,  so  to  75:  ordl- 
loTO;  poor,  TO  to  66;  very  poor,  66  to  60;  below  the  grade  of  "  very  poor,"  60  to  10. 

KrLGS  TOR   KATtNO   COPVINO    PEOK   PI^IN  COPY. 

FMmlOO 
deduct-^ 

ich  word  or  flgure  omitted,  repeated,  subsUtuted,  or  Impioperly  Inserted 5 

och  error  <n  spelling,  tor  each  transposition,  for  each  abbreviation  not  In  the  o^y,  for 
1  failure  to  capitalize  according  to  copy,  for  each  lailnre  to  punctuate  according  to  copy, 
2achle,llure  to  Indent  margin  as  In  copy,  for  each  error  Id  paragraphing,  and  forlrregu- 

lyiu  le(l-hana  morgln 6 

tch  mlsdlvlebn  ol  a  word  at  the  end  of  a  line,  for  each  omission  or  improper  nse  of  the 
ihanln  dividing  a  word  at  tbe  end  o(  a  line,  for  each  word  altered.  Interlined,  or  can. 

iny  other  deviation  from  copy  not  covered  by  the  foregoing,  charges  are  made  In  the 
HOLES  FOR  RATIHO   GEOGRAPHY, 

.iDitbbsnbJsoteach  answer  Is  rated  In  the  judgment  of  the  examiners  according  to  its  value 

ileotllU. 

L  the  qneelloo  wqulros  in  the  answer  a  spedflad  number  ot  States,  conntrlss,  cities,  rivsa 

3l  watsri  etc.,  and  the  answer  coutalns  a  greater  number  than  is  required  b] 

thall  bg  given  for  the  answer  If  any  part  or  point  Is  Incorrect^ 


n  the  casee  ot  per- 

o/  tHaabilitj/ 


2 

(t)  Who  haa  made  a  &lee  etatement  ia  hia  application,  or  has  been  guilty  of  fraud 

or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has  been 
guilty  of  crime  or  infamoua  or  notoriously  di^raceful  conduct. 

(j)  Who  has  been  discharged  for  deeertion  from  the  military  or  naval 
the  United  Statee  under  section  1998.  R.  S. 

POST-OFFICE  SERVICE. 

Application  Form  1371. 

Age  limit,  IS  to  45  years. '  The  age  limits  are  waived,  however,  ii 
sons  honorably  discharged  from  the  milEtary  or  naval  service  6j  r 
resulting  from  wounds  or  siclcneaB  incurred  in  the  line  of  duty- 
Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women  who  are  separated  from  their  hus- 
bands and  support  themselves. 

Applicants  for  the  Poet-Office  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persons,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Applications  from  persons 
who  have  any  of  the  physical  defects  mentioned  will  be  ctujceled  unless  such  persont 
mere  honorably  ditdttarged from  tiu  mililary  or  naval  service  by  reamn  of  dUabilily  resulting 
from  tuowub  or  sickness  incurred  in  the  line  of  duty.  (See  paragraph  (e),  page  1,  for 
physical  defects  which  will  debar  persons  from  any  examination.) 

Male  applicants  must  measure  not  less  than  5  feet  4  inchos  in  height  in  bare  feet, 
and  weight  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  ps^es  ID,  12,  and  13. 

Examinations  for  the  following  offices  will  be  held,  as  far  as  practicable,  on  the  first 
Wednesday  or  Saturday  after  the  15th  of  November  ot  each  year: 

Attleboro,  Mass.  Holyoke,  Mass.  Norwich,  Conn. 

Augusta.  Me.  Lawrence,  Mass.  Pawtucket,  R.  I. 

Bangor,  Me.  Lewiston,  Me.  Pittsfield,  Uasa. 

Boston,  Mass.  Lowell,  Mass.  Portland,  Me. 

Brattleboro,  Vt.  'Lynn,  Mass.  Providence,  R,  I. 

*Brockton,  Mass.  Manchester,  N.  H.  Rutland,  Vt. 

Burlington,  Vt.  Middletown,  Conn.  *Salem,  Mass. 

Camden,  Me.  Nashua,  N.  H.  Springfield,  Mass. 

Concord,  N.  H.  New  Bedford,  Mass.  Taunton,  Mass. 

Fall  River,  Mass.  New  Britain,  Conn.  "Waltham,  Maes. 

Fitchburg,  Mass.  Newburyport,  Mass.  '  Westfield,  Mass. 

Gloucester,  Mass.  New  London,  Conn.  Woonsocket,  R.  I. 

Greenfield,  Mass.  Newport,  R.  I.  Worcester,  Mass, 

Hartford,  Conn.  North  Adams,  Mass. 

Haverhill,  Mass.  Northampton,  Mass. 

Blank  forms  of  application  may  be  obtained  at  any  time,  either  from  the  "Secretary 
First  Civil  Service  District,  Room  141,  Poet-Office  Building,  Boston,  Mass.,"  or  from 
the  local  secretary  at  the  office  where  employment  is  desired.  Applicatioyui  when 
executed  must  be  filed  vnth  the  Distnet  Secretary  at  BoiUtn,  Ma»g.,  not  later  than  i.SO  p.m. 
on  the  third  Monday  in  October.  Application  recavtd  after  the  tiTne  tpecified  will  be  filed 
for  the  Ttexl  subsequent  examination. 


n 


la  held  at  SprlDgOeld. 


■podiv  Google  I 


oncKinotat  the  same  time  be  an  applicant  for  or  eligible  from  examinctioQ 
than  one  firat'cIaiB  poet-offlce.  This  restrictioa  will  not  apply,  however,  in 
ere  eiaminatioiiB  are  held  for  any  of  theee  offices  on  detea  other  than  that 
■  scheduled.  Such  extra  exami nations  will  be  held  only  when  eli^blea  are 
and  will  be  duly  announced. 

e  following-named  offices  the  names  (A  male  eligiblee  will  be  entered  on  only 
iter,  namely,  the  clerk  or  the  carrier  registar,  uid  male  applicants  for  thoae 
mt  indieaU  in  their  applkations  whether  tb^  deeire  the  position  of  eltrk  <m 


on,  Hasa. 

Haverhill,  Msm. 

Pawtucket,  R.  I. 

■kton,  Mass. 

Holyoke,  Maee. 

Portland,  Me. 

ingtoQ,  Vt. 

Lawrence,  Mass. 

Providence,  R.  I. 

■ord,  N.  n. 

Lowell,  Mass. 

Salem,  Mass. 

River,  Maas. 

Lynn,  Mass. 

Springfield,  Mass. 

bburg,  Mass. 

Manchester,  N.  H. 

Taunton,  Mass. 

-Cester,  Mass. 

New  Bedford,  Mass. 

Waltham,  Mass. 

ford,  Conn. 

New  Britain,  Conn. 

Worcester,  Mass. 

>me  of  each  male  eligible  for  any  post-office  not  mentioned  in  the  precedii^ 
ti  will  be  entered  on  both  the  male-clerk  roister  and  the  carrier  register, 
be  certified  in  its  order  to  vacancies  occurring  in  the  position  of  either  mala 
3inier,  without  regard  to  any  choice  of  position  expressed  by  the  eligible  in 
cation.  Male  eligiblee  will  be  entitled  to  three  certifications  from  the  male* 
ister  and  three  certifications  from  the  carrier  register.  Failure  of  selection 
register  or  declination  of  appointment  when  selected  will  not  affect  tb« 
Btuidii^  on  the  other  roister.  Appointment  from  either  roister  will 
be  eligible's  name  from  both  registers. 

Post-Office  Service  appointments  are  usually  made  to  the  position  of  substi- 
i  or  eubstltnte  carrier.  Substitutes  are  promoted  in  the  order  of  their  origi* 
ntments  to  the  first  vacancies  occurring  in  r^ular  positions. 
in  offices  of  the  first  and  second  classes  and  carriers  in  the  city-delivery  service 
od  into  sis  grades,  as  follows;  First  grade,  salary  $600;  second  grade,  salary 
rd  grade,  salary  $600;  fourth  grade,  salary  tl,000;  fifth  grade,  salary  $1,100; 
de,  salary  tl,300.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
ely  to  the  fifth  grade,  and  clerks  and  carrieis  at  second-class  officee  will  b» 
ively  to  the  fourth  grade. 

s  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
)llowing  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No  pro- 
iU  be  made  except  upon  evidence  satisfactory  to  the  Poet-Office  Department 
ciency  and  faithfulness  of  the  employee  during  the  preceding  year.  When 
'  carrier  fails  of  promotion  because  of  unsatisfactory  service  he  may  be  pro- 
tbe  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent  quarter, 
QCG  that  his  record  has  been  satisfactory  during  the  intervening  period. 
d  carriers  of  the  highest  grade  in  their  respective  offices  are  eligible  for  pro- 
'  the  higher  positions  in  said  post-offices, 

!rk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 
ir  to  the  service  of  a  clerk. 

ry  employees  are  paid  tot  actual  service  at  (be  rate  of  30  cents  an  hour.  Such 
employees,  however,  us  required  to  work  not  less  than  two  hours  daily,  and 
!  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and  carriers  of 
rade. 

Jles  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
irs,  and  they  are  el^ble  for  appointment  as  auxiliary  employees  and  as 
s  of  tiie  first  grade. 


■,Goo<^Ic 


E&ininationB  for 
annoimceiBent 
in  til  the  exan 
DOS,  M&w. 
ebury,  Mbbh. 
Lerat,  Maae. 
over,  Mass. 


Sfirbor,  Me. 
e,  Vt. 
1,  Me. 
tat,  Me. 
)WB  Falls,  Vt. 
lingtou,  Vt. 
'erl;,  MasB. 
ieford,  Me. 
ol,  Conn. 


the  following  offices  will  be  held  only  when  eligibles  are  needed 
of  which  will  be  mode),  and  application  blanks  will  not  be  given 
itiona  are  announced; 


ol,  ] 


iHwick,  Me. 
ral  Falls,  R.  I. 
eopee,  Mass. 
copee  Palls,  Ma 
imont,  N.  H. 

cord,  Mass. 
cord  Junction,  1 

I  ham,  Mass. 
■ry,  N.  H, 
tr,  N.  H. 
umpton,  Mass. 
er,  N.  H. 


Gardiner,  Me. 
Great  Barrington,  Mass. 
'Hallowell,  Me. 
Hanover,  N.  H, 
Houlton,  Me. 
Hudson,  Mass. 
<Hyde  Park,  Mass. 
Ipswich,  Mass. 
Keene,  N.  H. 
Lacouia,  N,  H, 
Leominster,  Mass. 
*Harblehead,  Mass. 
Marlboro,  Mass. 
Middleboro,  Mass. 
Middlebury,  Vt. 
Mil  ford,  Mass. 
Montpelier,  Vt. 
Nantucket,  Maes. 
*Natick,  Mass. 
"North  Abington,  Mass. 
North  Attleboro,  Mass. 
•Norwood,  Maea. 
Orange,  Masa. 
Palmer,  Maes. 
*Peabody,  Mass. 
Plymouth,  Mase. 
Plymouth,  N.  H. 
Portamouth,  N.  H. 
Frovincetown,  Mass. 
Putnam,  Conn. 
•Reading,  Mass. 
Rochester,  N.  H. 
Rockland,  Me. 


'Rockland,  Maes. 
Rockville,  Conn. 
Rum  ford.  He. 

Saco,  Me. 
Skowh^ian,  Me. 

Somerowortb,  N.  H. 
Southbridge,  Mass. 
"South  Framingham,  Mass. 
*  South  Manchester,  Conn. 
"South  Weymouth,  Mass. 
'  Spencer,  Mass. 
Springfield,  Vt. 
St.  Albans,  Vt. 
St.  Johnabury,  Vt. 
*Stoneham,  Mass. 
Torrington,  Conn. 
•Wakefield,  Mase. 
Ware,  Mass. 
•Watertown,  Mass. 
Water ville.  Me. 
Webster,  Masa. 
•Wellesley,  Mase. 
Weetbrook,  Me. 
Westboro,  Mass. 
Westerly,  R.  I. 
•Whitman,  Mass. 
Willimantic,  Conn. 
Winchendon,  Mass. 
•Winchester,  Mass. 
WJliHted,  Conn. 
•Wobum,  Mass. 


CUSTOM-HOUSE  SERVICE. 

adidatea  for  appointments  in  the  cuetoms  service  must  be  not  leea  than  21  nor 
than  55  years  of  age,  of  suitable  physical  condition,  and  mentally  qualified.  If 
wise  duly  qualified,  the  limitation  ae  to  age  will  not  apply  to  honorably  dis- 
;ed  United  States  soldiers  or  sailora. 

ere  are  three  grades  of  examinations  given  for  poeitionB  in  the  custom-house 
ce.    For  description  of  examinations  see  pages  10  to  14. 

e  first  grade  examination  is  given  for  the  positions  of  clerk,  day  inspector,  etore- 
er,  and  deputy  officer,  but  not  for  chief  or  apecial  deputy  collector  in  the  la^^er 
im-houaea.     Application  Form  1371. 

e  second-grade  examination  is  given  for  the  poeitions  of  aseiBtant  weigher,  mea- 
^r,  lught  inspector,  and  sampler.    Application  Form  1371. 
e  third-grade  examination  is  given  for  the  poeitiona  of  attendant,  classified 
er,  inspectrees,  janitor,  stamper,  and  watchman.    Application  Form  1371. 


*  Eiamlnatloas  tnld  at  Bosbm. 
1  EmnlnatlaTU  held  at  SprtngAeld. 
t  Eiunlnatlona  beld  at  U 
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[nation  for  opener  and  packer  will  consut  of  tbe  third-grade  subjects, 
it  of  10  per  cent,  ia  addition  to  ratii^  on  experience  and  ability  aa  a 
pec  cent,  and  physical  condition,  30  per  cent.  Special  credit  will  be 
perience  in  opening  and  packii^  general  laerchandiBe.    ApplicaticHL 

I  who  apply  for  the  position  of  classified  laborer  will,  if  they  ao  request, 

strength  test  now  given  to  unskilled  laborers,  which  coDsists  of  lifting 
ng  a  sack  weighing,  with  cont^nls,  125  pounds.  If  they  pass  the  strength 
:on  to  the  clasaified-laborer  esaminalion,  such  fact  will  be  noted  upon 
18  in  the  nature  of  a  qualification.  If  the  appointing  officer  shall 
ertification  from  the  classified  laborer  roister  at  those  peraonB  physic- 
.  for  the  discharge  of  the  manual  bbor  connected  with  the  position  to 
tification  shall  be  made  from  those  standing  highest  in  tbe  educational 
who  have  also  passed  the  strength  test. 

who  desire  to  unde^o  the  strength  test  will  be  informed  by  the  district 
in  and  where  to  report  for  the  test. 

aation  for  boatman  will  consist  of  a  noneducational  teat,  except  when 
lualificatious  are  desired.  When  these  qualifications  are  deaired,  the 
nil  consist  of  the  subjects  of  tbe  tbird^rade  examination  with  a  weight 
,  in  addition  to  the  rating  on  ^e  15  per  cent,  experience  40  per  cent, 
condition  25  per  cent.  When  no  educational  qualifications  are  desired, 
ion  will  consist  of  tbe  subjects  of  age,  experience,  and  physical  condi- 
i  noneducational  examination  is  given,  applicants  are  not  required  to 
place  for  examination.    Application  Form  1093. 

ns  for  the  following  custom-housea  will  be  held  only  on  the  second 
ly  of  each  year,  and  may  be  taken  on^^  at  the  places  mentioned,  except 
ions  for  the  Eastport  custom-house  will  also  be  given  at  Calais,  Me.,  for 
ce  of  applicants  livii^  in  that  vicinity; 
le.  Eastport,  Me.  Portland,  Ue. 

^ass,  Newport,  Vt.  Providence,  R.  I. 

Q,   Vt. 

may  ascertain  what  positions  exist  in  any  of  said  custom-houses  by 

tbe  local  secretary  in  the  city  where  located. 

of  application  may  be  secured  from  the  "Secretary,  Fiist  Civil  Service 
1 141,  Post-Office  Building,  Boston,  Mass.,"  or  from  the  local  secretary 
-house  where  employment  is  desired,  only  between  January  1  and  the 

m  April.    Executed  applications  may  be  filed  with  the  district  secre- 

onty  between  the  dates  mentioned.  Should  it  become  necessary  to 
atione  at  other  times  to  meet  the  needs  of  the  service,  announcement 
ill  be  made. 

js  for  custom-houses  at  the  followii^  places  will  be  held  only  when 
eeded  (due  announcement  of  which  will  be  made),  and  application 
t.  be  given  out  until  examinations  are  announced: 
I  of  Maine;  Bath,  Belfast,  Castine,  Ellsworth,  Houlton,  Eennebunk, 

Waldoboro,  Wiscasset,  York. 

of  New  Hampshire:  Portsmouth. 

3  of  Massachusetts:  Barnstable,  Edgartown,  Fall  River,  Gloucester, 

!f  antucket.  New  Bedford.  Newburyport,  Plymouth,  *  Salem,  Springfield. 

of  Rhode  Island;  Bristol,  Newport. 

of  Connecticut:  Hartford,  New  London,  Stoningtoa. 

:  wbo  desires  to  compete  for  all  the  positions  in  any  one  of  the  diSerent 

lination  for  tbe  custom-house  service  should  state  in  bis  application 


*  Eiaminatloos  held  In  Boston. 


r..od:-,GoOi^Ic 


■erdjr  ttie  name  of  the  grada  dteired,  as  "fint  gntds,"  "second  gnde,"  <w  "third 
pade."  If,  however,  he  deefree  to  compete  for  only  some  of  the  poeitlons  named 
nnder  any  gntde,  and  would  not  be  willii^  to  accept  appointment  to  any  of  the  other 
positions  named,  he  should  state  only  the  position  or  pOBitions  to  which  he  deeirea 
ippointment.  Rcqueeta  for  changes  in  the  designations  of  the  positions  desired  by 
tn  applicant  must  be  made  in  writing  and  received  by  the  district  secretary  on  oi 
tiefore  the  date  of  the  close  of  receipt  of  appticatioos;  otherwise  no  changes  will  be 

No  application  will  be  received  for  more  than  one  grade  of  examiuation  to  be  held 
HI  the  same  date  or  during  the  same  series. 

For  custom-houses  where  there  are  two  or  more  appointing  officers  an  eligible  from 
tny  one  examination  will  be  entitled  to  three  considerations  for  appointment  by  each 
appointing  officer  unless  sooner  selected;  but  for  other  custom-bousea  an  eligible  will 
t>e  entitled  to  only  three  consideratione.  No  eligible  will  be  considered  for  any  posi- 
tion for  which  he  did  not  apply. 

A  person  can  not  at  the  same  time  be  an  applicant  for  or  eligible  from  examination 
for  more  than  one  customs  district  for  which  examinations  are  held  annually.  This 
reetriction  will  not  apply,  however,  in  cases  where  examinations  are  held  for  any  of 
these  offices  on  dates  other  than  that  r^:ularly  scheduled.  Such  extra  oxaminalions 
irill  be  held  only  when  eligibles  are  needed,  and  will  be  duly  announced. 

Examinations  for  aseayer,  cashier,  chief  or  principal  deputy  collector,  deputy  naval 
sfbcer,  deputy  surveyor,  examiner,  ganger,  and  weigher  will  be  held  only  when  eli- 
^bles  are  needed,  and  will  bo  duly  announced  in  the  public  press, 

INTERNAL  REVENUE  SERVICE. 

Application  Form,  1371. 

Age  limits,  21  years  or  over. 

Examinations  for  the  positions  of  clerk,  division  deputy  collector,  gauger,  office 
deputy  collector,  storekeeper,  and  etorekeeper-gauger  are  held  on  the  first  Wednesday 
in  September  of  each  year  at  the  following  places: 

Bangor,  Me.  HartFord,  Conn.  Rutland,  Vt. 

Boston,  Mass.  Portland,  Me.  St.  Johnsbury,  Vt. 

Burlington,  Vt,  Portsmouth,  N.  H.  Springfield,  Mass. 

Concord,  N.  H.  Providence,  R.  1.  Worcester,  Mass. 

Application  blanks  may  be  secured  at  any  time  either  from  the  local  secretaries  at 
Che  post-offices  in  the  cities  named,  or  from  the  "Secretary  First  Civil  Service  Dis- 
trict, Post-Office,  Boston,  Mass,"  Applications  mu^t  be  filed  with  the  District  Secre- 
tary, at  Boston,  not  later  tJmn  4.S0  p.  m.  on  thejint  Wednegday  in  Augtut.  Applications 
received  after  the  time  specified  will  be  considered  as  filed  for  the  next  examination 
which  may  be  held. 

The  deputy  collector  and  clerk  examination  will  be  given  for  the  pioeitions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  positions 
should  apply  for  the  "deputy  collector  and  clerk"  examination.  The  storekeeper- 
ganger  examination  will  be  given  for  the  positions  of  gauger,  storekeeper,  and 
storekeepei -gauge),  and  applicants  for  these  positions  should  apply  for  the  "store- 
keeper-gauger"  examination.  For  description  of  the  examinations  mentioned  in 
this  part^raph  see  page  10. 

An  eligible  will  be  considered  for  appointment  only  in  the  district  in  which  he  is 
examined.  The  department  usually  selects  fw  appointment  an  eligible  who  is  a 
resident  of  the  district  in  which  the  vacancy  exists. 

For  a  copy  of  the  Ganger's  Manual,  applicants  should  apply  to 
of  Internal  Revenue,  Washington,  D,  C. 


list 
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HtioDS  of  boDded  etorekeepera  aad  gaugera  whose  compensation  doee  not 
I  per  diem  wben  actually  employed,  and  whose  aggr^ate  compeosatioii 
isceed  $500  per  aanum,  are  not  subject  to  competitive  examiaatioo. 
latioD  for  the  poeitioD  of  meeseoger  ia  held  only  when  eligiblea  are  needed, 
>e  duly  aDDOUDced  ia  tbe  public  prees. 


uta  for  any  of  the  poeitions  named  below  in  the  Quartermaaler'a  Department 
a  the  New  England  Statea  should  write  to  the  Dialrict  Secretary  at  the  Post- 
3oetoD,  Mass.,  or  to  the  local  secretary  at  any  of  the  following-named  places: 
i  of  the  Chief  Quartermaster,  Govemora  Island,  New  York  Harbor,  the 
>uses  at  Burlington,  Vt.,  and  Portland,  Me.,  the  post-offlcea  at  Portland,  Me,, 
;h,  N.  H.,  New  Bedford,  Mass.,  Newport,  R.  I.,  Providence,  R.I., and  New 
:!!onn.  Applicants  should  ask  for  form  1093,  which  muat  be  filled  out  and 
the  "  Secretary,  Pi  rat  Civil  Service  District,  Room  141,  Post-Office  Build- 
in,  Mass. "  The  names  of  eligibles  for  noneducational  positiona  in  this  eery- 
B  entered  on  the  register  for  the  district  in  which  application  is  filed,  but 
3  in  certification  will  be  given  to  residents  of  the  district  in  which  the 

:Bmith.  Master. 

inter.  Mate. 

leer,  gasoline,  marine.  Packer. 

team,  marine.  Pilot. 

iteam,  marine  (assistant).  Plumber. 

team,  stationary.  Plumber  and  eteamfitter. 

iteam,  stationary  (assistant).  Wheelwright. 

lan,  stationary. 

ies  in  the  above-mentioned  positions  at  Forte  Leavitt,  McKinley,  Preble,  and 
in  Maine;  Fort  Ethan  Allen,  Vt.;  Fort  Constitution,  N.  H.;  Forts  Andrews, 

odman,  and  Warren,  in  Massachusetts;  Forte  Adams,  Greble,  and  Mansfield, 
Island,  Fort  Trumbull,  in  Connecticut;  and  in  tbe  office  of  the  depot  and 

ng  quartermasters  at  Boston  will  be  filled  from  the  n^isteis  resulting  from 

(nations  for  these  positions. 

::tJ8T0dian  and  subtreastiry  services. 

lationa  for  these  services  will  be  beld  only  when  eligibles  are  needed,  and 
ins  will  not  be  given  out  until  the  examinations  are  announced.  Due 
ment  of  date  and  place  of  examination  will  be  given.  The  announcements 
lin  information  as  to  the  subjects  of  the  examination. 

;ition  of  clerk  in  the  subtreaeury  service  will  be  filled  fay  selection  from  the 
>  raster  for  the  Bonton  custom-house,  confined  to  such  eligibles  as  have  had 
ru  yean'  experiejux  in  similar  dulia.  Rigid  teste  of  character  and  integrity 
applied  te  all  such  eligibles,  to  consist  of  confidential  inquiries  of  former 
B  and  others,  and  such  other  means  as  may  be  found  practicable  and  satis- 
)  tbe  Assistant  Treasurer  and  the  Civil  Service  Commiesioii.  Only  those 
rily  meeting  such  tests  will  be  considered  for  appointment. 

GENERAL  INFORMATION. 

ipplicante  fail  to  properly  execute  their  applications  or  fail  in  the  examina- 
.  througb  a  lack  of  knowledge,  but  largely  through  haste  and  carelessnme  in 
nd  interpreting  queetions  and  in  writing  the  answers.  Great  care  should  be 
in  completing  the  application  to  t<ee  that  every  requirement  has  been  fully 
with.  In  the  examinations,  while  competitors  must  complete  tbeir  work 
irescrihed  time,  it  ieam  pie  for  the  careful  consideration  of  every  question  given. 
>1icant  for  examination  will  be  allowed  to  change  the  designation  of  tbe 
:or  which  he  applies  after  the  date  of  closing  the  receipt  of  applications,  and 

list.] 


11  be  tranaferred  to  a  register  for  a  poBitJon  difFerent  from  that  for  which 
3d  unle™,  to  meet  the  needs  of  the  service,  the  Commiaaioa  deems  it 
HI  transfer  the  names  of  all  eligiblee  on  the  register  for  one  position  to 
)r  another  position  of  the  same  grade  for  vhich  there  is  an  insufficient 
igibles. 

luB  S39S,  M18,  sad  S<TS,  BeriMII  BtetntAS  of  tJie  Tulted  States,  on;  Ealse 
in  appUcAtlDii,  alteratloa  of  ■  TODoheT  or  certlBcBte,  or  tbfl  presentatlOQ  to 
nnof  any  such  paper  Is  s  vioI&tlDii  of  the  law.  A  number  of  eonvlctlonB  of 
'under  the  above-men tloned  atatntes  hATe  been  sheared* 

nts  must  make  oath  in  their  applications  to  their  United  States  citizen- 
ance.  In  the  case  of  a  foreign-born  citizen  citizenship  must  be  fully 
1  of  the  following  ways: 

ralized  directly,  the  applicant's  final  certificate  of  naturalization  must 
.  If  the  certificate  is  issued  in  a  name  which  differs  in  any  particular 
licaut's  name  as  it  appears  in  the  application,  it  will  be  necessary  to 
jlicant's  identity  with  the  person  to  whom  the  naturalization  certificate 
r  submitting  the  affidavits  of  two  disictereated  citizens  to  the  effect  that 
is  the  identical  person  to  whom  the  certificate  was  issued, 
ralized  by  the  naturalization  of  a  parent  during  minority,  final  natural- 
icate  of  such  parent  must  be  submitted,  together  with  affidavits  of 
sted  citizens  that  the  applicant  is  the  reputed  child  of  the  person  bo 

ralized  by  the  naturalization  of  the  applicant's  husband,  or  by  marriage 
;ed  citizen,  the  marriage  certificate  or  other  satisfactory  proof  of  mar- 
jBnied  by  the  final  naturalization  certificate  of  the  husband,  must  be 

ralized  by  marriage  to  a  aative  American  cituen,  the  marri^e  certificate 
litted,  accompanied  by  the  affidavits  of  two  disnterested  citizens,  that 
(the  name  to  correspond  to  that  shown  in  marriage  certificate)  is  a  native 
h  affidavits  should,  if  possible,  show  place  and  date  of  the  husband's 

ipplieant  is  the  child  of  American  citizens  temporarily  resident  al^oad 

applicant's  birth,  he  must  furnish  affidavits  of  two  disinterested  citizens 
j  claimed.  If  the  par«nts  are  naturalized  citizens,  their  citizenship  must 
in  (b)  above. 

ipplicant  has  been  honorably  discharged  from  the  Regular  or  Volunteer 
United  States,  and  has  resided  at  least  one  year  in  the  United  States,  he 
;ted  to  citizenship  upon  filing  petition  with  proper  court,  as  provided  by 
Revised  Statutes. 

tion  from  a  foreign-bom  person  claiming  citizenship,  but  failing  to  fur- 
lired  proof,  will  be  canceled.  A  declaration  of  intention  to  become  a 
>t  be  accepted  in  lieu  of  a  certificate  of  naturalization.  When  the  original 
I  papers  are  lost,  a  copy  of  the  same  should  be  procured  from  the  court 
em,  or,  if  the  records  of  the  court  are  destroyed,  a  new  certificate  should 
Whenever  a  person  has  with  his  application  filed  with  the  Commission 
nship,  it  is  not  necessary  to  filesuch  proof  with  a  subsequent  application, 
[  state  in  such  application  the  kind,  date,  and  place  of  examination  in 
ith  which  he  has  furnished  proof  of  citizenship. 

Lssion  is  not  responsible  for  delay  in  the  receipt  of  apphcations.  Appli- 
ay  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
:  not  fihng  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
unless  actually  received  by  the  district  secretary  within  the  time  limit 
'  the  examination  desired. 

0  have  applied  for  an  examination,  or  who  have  passed  an  examination, 
the  district  secretary  informed  of  any  change  of  poet-oSce  addrees. 

80  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request 
idresB  changed  should  always  be  made  by  letter,  which  should  rela 
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to  the  change  in  address,  and  ebouJd  always  indicate  the  kind  of  enuninatiou 
1,  the  averse  attained,  and,  if  educational,  the  place  and  date, 
I  examination  questions  are  prepared,  and  all  papeis  are  rated,  by  the  Civil 
ice  CommiBsion,  Washington,  D.  C.  The  results  of  examinations  are  determined 
omptty  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  aa  the 
g  of  their  papers  ia  completed.  Nothing  can  be  gained  by  writing  to  either  the 
let  secretary  or  the  Commission  to  expedite  the  rating. 

:er  the  papers  of  an  examination  have  been  rated,  the  names  of  the  el^bles  are 
ed  on  the  rt^ister  in  the  order  of  the  average  obtained  by  each.  An  averse 
■ntage  of  70  is  required  tn  order  to  become  eligible,  except  in  cases  of  persons 
rably  dischaz^d  from  the  United  States  milit^  or  naval  service /or  ditabUity 
red  in  the  line  of  duly.  The  names  of  such  persons,  whose  claims  for  preference 
been  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average  per- 
ge  of  65,  will  be  placed  at  the  head  of  the  eligible  register, 
ten  a  vacancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  consid- 
by  the  nominating  officer,  and  from  these  three  a  selection  ts  made.  The  names 
elected  ate  considered  again  until  each  name  has  been  considered  three  times. 
>eriod  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the  register, 
ery  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
1  time  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
)solute  appointment.  In  the  Poet-OfGce  Service  the  six  months'  probationary 
1  begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
ate  of  appointment  as  substitute, 

I  civil-service  act  provides  that  whenever  there  are  two  or  more  membeie  of  a 
f  in  the  public  service  in  the  grades  covered  by  that  act  no  other  member  of 
*amily  shall  be  eligible  to  appointment  to  any  of  the  said  grades.  The  Attorney- 
'al  on  May  25,  1907,  rendered  a  decision  that  wbero  two  or  more  members  of  a 
/  are  in  the  public  service  in  the  grades  covered  by  the  civil-service  act  the 
lission  is  authorized  and  required  to  withhold  from  certification  the  name  of 
ther  member  of  such  family.  Applications  will  be  accepted  from  such  persons, 
leir  namee  will  not  be  certified  so  long  as  two  or  more  membere  of  their  family 
the  service. 

CIV1I.-SERVICE  SCHOOLS  AXD  INSTITUTES. 

Commission  has  no  connection  with  anycivil-service  school  or  institute  doing 
^S8  by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in  r^ard 
h.  Their  representatives  are  not  permitted  to  inspect  the  examination  papers 
ipetitors.  Authentic  information  in  regard  to  examisfttions  may  be  obtained 
rom  the  United  States  Civil  Service  Commission,  and  without  cost. 

INFOBMATIOIf  CONCERNINO  OTHER  SERT1CE8. 

anual  of  examinations  is  issued  by  the  United  States  Civil  Service  Commission 
uary  and  July  of  each  year,  wbicb  contains  full  information  concerning  the 
r  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian,  Bail- 
fail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services, 
y  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
iseion,  Washington,  D.  C. 

STENOORAPHRR  AND  TXPEWRITEB  <AI.L  SERVICES}. 


stenographer  and  typewriter  examination  is  the  same  for  all  branches  of  the 
service,  and  eligibles  are  certified  to  vacancies  in  the  departments  in  Wash- 
or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere, 
he  judgment  of  the  Civil  Service  Commission  may  be  required  for  the  good  of 

ination  concemii^  this  examination  may  be  obtained  from  the  United  Statse 
iervice  Commission,  Washington,  D.  C. 


DB8CBIPTION  OF  EXAMINATIONS. 
POST-OmCB  Ain>  custom-hotjsk. 


second  grade. 

™'^'^v1U°^ 

ma 

CiutomB  service. 

rnmeallowed,lbo<]n.) 

FoBtal  service." 

{Time  allowed,  S 

1 

Bobjecte. 

II 

SubJecW. 

Si 

if 

Subjects. 

Si 

if 

• 

8.  Letter  tH  ling .. 

zo 

20 

20 

S.  LetKurrlUng.. 

4.  PenmttQflhlp 

5.  Copying    from 

Total 

10 
20 

10 

iSaW::::: 

S.  Letter  wrilJiig.. 

1 

20 

ilnaUoiL  1b  given  for  poflitloQs  of  botb  clerk  and  carrier  In  pDHtK>fQced. 
IMTEBNAI.  REVBUTTB. 


lector  and  clerk. 
owed,6hoiira.) 

(Time  allowed,  4|  hoiUB.) 

ecta. 

Subjects. 

Si 

if 

i 
1 

1  Arith    etic 

examination) .....-,_ 

— 

oUector  and  clerk  examiDatdon  the  epelling  teat  is  of  about  the 
Ifflculty  as  that  for  first  grade.  The  second  snbject,  arithmetic, 
dental  operations,  common  and  decimal  fractions,  and  practical 
laments  of  percentf^  and  menauration.  This  iubject  is  of  approx- 
df^ree  of  difficulty  as  the  first-grade  arithmetic  in  the  cuetom- 
n,  but  the  queBtiona  relate  more  particularly  to  problems  which 
;  internal-revenue  service.  The  test  in  elements  of  accounts  is 
i  problem  in  firet-grade  arithmetic. 

>er-gauger  examination  the  subject  of  arithmetic  compriscB  fvinda- 
I,  common  and  decimal  fractions,  and  practical  problents  in  the 
iration.  This  subject  is  of  approijmately  the  same  degree  of  diffl- 
ud-grade  arithmetic  in  the  ctistom-honse  examination,  but  the 
[nore  particularly  to  problems  which  may  arise  in  the  intemal- 
The  copying  exercise  consists  of  a  test  in  copying  figures  arranged 
ible  and  also  a  few  printed  lines. 

(10) 


SPECIMEN  QUESTIONS. 

TTEST-QRADE  EXAMINATIOH. 

Spbllino:  Twenty  words  o£  more  than  average  difficulty.  2.  ABrriTMcric: 
iment&l  rules,  fractions,  percentage,  interest,  discount,  onalyms,  and  statement 
iple  accoents.  3.  PENHAiraHip:  Marked  on  legibOity,  rapidity,  neatness,  and 
il  appeanmce.  4.  Lettbb  wbitino:  Teet  in  the  nee  of  tbQ  Et^lish  language 
dnees  correspondence.  S,  Convkbsion  op  currbncv:  Tests  in  the  converaon 
glieh,  French,  German,  or  gpanish  currency  into  United  States  currency,  tt. 
uFsi:  QaeationB  relating  to  the  boundaries  of  States  and  to  capitals,  largest 

rivers  and  otber  bodies  of  water,  and  the  location  by  States  and  foreign 
ies  of  prominent  cities. 

following  questions  and  tests,  which  have  been  used,  indicate  the  general 
ter  of  these  subjecta ; 

§altJ«ot— spelling.— apelUng  is  dictated  by  the  examlneT.  The  vordn  nre  written  by  the 
lor  In  the  blank  spaces  indicated  on  the  flnt  sheet  ol  th«  eianinatkiD.  All  woidi  should  be 
iced  with  capital  letters.  The  eiamlner  proQOUncea  each  word  and  giyes  its  deflnlUoii. 
ipetllor  is  required  to  write  only  the  word  and  not  its  deflnitlon. 

er:  A  long,  ronnd  body.  Promiuorv-'  Containing  a  pronilse:  aa.  a  promissory  note.  Baeatlal: 
y  or  indispensable.  DiKtmible:  Apparent  or  risible.  Opportunity:  A  fit  or  cooTenleDt  time. 
,-  Palse  or  tricky.  Dtf&mee:  Respect  or  regard.  JnMr^fon:  Theactof  placing  in;  as,  the  Inser- 
ji  adrertls^nent.  FaeUitate:  To  make  easy:  as,  to  iacilllato  business.  Setiattetady:  A  city 
lited  Statea  A^jacmt:  Lying  near  or  bordering  on.  Souvenir:  A  token  oi  remembrance. 
g:  YieliUng  or  giving  up;  as,  coucedinga  point.  Lintagt:  Une  of  descent  or  ancestry;  as,  ol 
eage.  DeCtleriOM:  Earmfnl  or  injurious:  as,  deleterious  to  healtli.  Boriionlai:  On  a  leiel. 
y:  An  eatBle  inherited  from  one's  father.  CerHficalt.-  A  written  testimony;  as,  a  marriage 
e.    Saavotr;  A  place  of  storage;  as,  a  water  reservoir.    Priviltgt:  A  right;  as,  tbe  privilege 

1  Snl^ect-'AritlunetJo.— In  salving  problems  the  proceasee  should  be  not  merely  indicated, 
e  flgiirea  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
(bould  be  indicated  by  writing  "Ans."  after  11. 

qaestion  comprises  a  test  in  adding  numlieis  crosawise  and  lengthwise.  There  are  ueoally 
imns  of  about  twelve  numbers  each  to  be  added.  2.  Divide  4TA  by  Tf,  multiply  tbe  quo- 
I,  and  to  tbe  product  add  0.090T  of  214.6.  3.  A  father  Invested  a  sufficient  sum  of  money  in 
setts  6'b  at  B7},  brokerage  (  per  cent,  to  give  his  son  an  annual  income  of  tH.KO.  What  waa 
iveetedt  l.  The  appropriation  lor  the  Civil  Berviee  ConunlSElon  lor  the  fiscal  year  ended 
897,  was  tes,S4a.  During  that  year  50,000  persons  were  examined.  II  34  per  cent  ol  this 
iiled  to  pass,  and  174  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
e  Oovemment  of  each  appointment!  S.  On  April  1, 1904,  Amos  Ward  owed  Graves  &  Coon 
<;connt.  April  4.  he  sold  them  68  barrels  potatoes  at  12,75  per  barrel,  April  6,  he  gave  them 
an  San  Francisco  for  tl.SdO,  which  they  accepted  at  |  per  cent  discount.  April  B,  they  sold 
>ushela  com  at  m  cents  per  bushel.  April  16,  they  bought  of  him  2,960  feet  lumber  at  11.26 
ed  feet.  April  19,  they  sold  him  341  dozen  chalra  at  90  cents  each.  April  21,  Ward  bought 
260  eggs  at  14  ceots  per  dozen.  April2e,hegayethemanoteforll,e2aduein60dayg.  April 
;ht  o[  them  2,980  pounds  hay  at  tl5  a  ton.  Make  an  itemized  statement  ol  the  above 
Itshould  appear  taken  from  the  books  of  Ward;  make  a  proper  beading;  close  theaccwmt, 
3owo  Che  balance  as  It  should  have  (^peered  May  1, 1904. 

nlilJect — Penmanship.— Tbe  ntlng  on  penmanship  will  be  determined  by  legibility, 
eatnead.  and  general  appearance,  and  by  correctness  and  uniformity  In  the  lormalion  of 
jrs,  and  pnnctuatlon  marks,  in  the  exercise  of  tbe  fourth  sabject— letter  writing.  No  par- 
e  of  penmanship  is  prelerred. 

tiittleot~-I.«tt«r  Writing.— Tbe  competitor  is  permitlO'l  Co  write  on  either  one  of  two  sub- 

The  (ollowing  subject  has  been  used:  Write  a  letter  of  not  less  than  160  words,  giving 

as  to  the  advantages  and  disadvanlagts  ol  employment  in  the  departmental  service  in 

else  is  designed  to  test  tbe  competitor's  knowledge  of  simple  English  composition  and  his 
diligence.  In  mtlng  the  letter,  its  errois  In  form  and  address,  in  spelling.  capitallEatian, 
I,  syntax,  and  style,  and  Its  treatment  of  tbe  subject,  are  considered. 
^ect — C«nv«p«lim  of  Cnrrenvy.— The  competitor  is  required  to  extend  tbe  entries  H> 
n  foreign  money  and  in  United  States  money  tbe  total  cost  of  each  item  and  the  total 
Jnlted  Btates  money.   The  work  Is  to  be  done  on  scratch  paper  and  need  not  be  sbown 
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French 

United  Blates 

nanoB. 

Dolls. 

eta. 

No.  2.    (flKiiiiiB  Invoice.) 

2.^e"y° 

United  States 
money. 

Marks. 

Dolls. 

Cta. 

nmd.  cement  at  48  marks  per  ton  lea  6  Par  cent 

prieefl  convenlon  of  Bngtlsb  and  either  Prencli,  German,  Italian,  or  ^>anlflh  cctnencj 
<  currency. 

it — OeoKraphy. — N.  B.— Competlton  are  cautioned  not  to  exceed  the  requirements 
I  In  their  aoawera,  aa  no  credit  will  be  glren  for  additional  Infonnation. 
Bs  as  foilawB;  Two  that  border  on  the  Coliunliia  Kiver;  two  that  bolder  on  both  the 
leBiSBippi  rivers;  two  that  Inrder  on  both  Virginia  and  the  Ohio  Klver;  two  that  bor- 
Ky;  two  that  border  on  the  Savannah  River,  a.  In  what  State  Is  each  ol  the  follow- 
lobscot  Bay.  Corpus  Ctirlsti  Bay,  Pu^t  Sound,  Pearl  Siver,  Oneida  Lake.  S.  Name 
in  each  ol  the  loilowing-named  States,  and  name  Clie  river  or  body  ol  water  on  wliich 
red  Is  situated;  Connecticut,  MisalBBippi,  Nebraska,  Minnesota,  Ohio.  4.  In  what 
the  fidlowlng-named  pntmlneul  cities  located:  Racloe,  Banjnr,  Allegheny,  Charlotte, 
ilea,  Shreveporl,  Fargo,  EvanevUle,  Ogdensburg,  8,  In  what  (oceign  oountry,  oolony, 
each  ol  the  loilowing-oamed  prominent  citieB:  Bremen,  Bnenoe  Ayies,  Yokohama, 
vre,  Melbourne,  Adrianople,  Ottawa,  Tebeian,  Panama. 

SECOND-OBABB  EXAMICfATION. 

la:  Twenty wordBofaveragedifflciiltyincommonuse.  2.  ABTTHVEnc: 
ditdon,  Babtraction,  multiplication,  and  diviuon  of  whole  nnmbore,  and 
decimal  fractions.  3.  Lbptbk  wbitiho:  Test  is  theuse  of  the  Englieb 
biiainesB  correspondence.  4.  Pbhmahbhip:  Marked  on  legibility,  rapid- 
and  genera]  appearanca.  5.  Gopving  from  plain  cx>pt:  An  exact  copy 
ed  lines,  in  competitor's  handwriting.  V.  UBoaBAPHv:  Questions  relat- 
nndttries  of  States,  and  to  capitals,  largest  cities,  rivers  and  other  bodiee 
.  the  location  by  States  of  prominent  cities. 

ing  (jnestions  and  testa  which  have  been  used  indicate  the  general 
;heae  aubjectei 

1 — Sp«Uing;.~~SpelIiiig  is  dictated  tiy  the  examiner.    Thewoids  are  written  bythe 

10  blank  spaces  indicated  on  the  first  sheet  of  tbe  eiaminaUon.    All  words  should  be 

,b  capital  letters.    The  examiner  pionounces  each  word  and  gives  its  definition.    The 

quired  to  write  only  the  word  and  not  Its  definition. 

e  who  opposes;  as.  a  political  opponent.    Pretidmt:  The  Cblet  Executive  of  the  United 

iir.- Onewhoconqnera.   IPhoIawiiic.- Healthfnl;  aB,wholesDmeraod.  .XcUnw;  Togaln; 

iccess.    TranqaU;  Quiet  oc  peaceful.    Detach:  To  separate  oi  remove;  as,  to  detach  a 

-    Ei5>«n»iw.*  Very  costly.    OecwMt*  Death;  as.aperson'sdeoease.    Noticeable:  Vorthf 

noticeable  occasion.    Swipielma:  Exciting  suspicion;  as,  asnspldoua  circomstance. 

dbankof  eaith.    Sttt/plng;  Making  a  number  of  quick  blows.    Language:  Theq>eecb 

^e  Kngl*"!^  language.    Scheduie:  A  list  or  inventory;  as.  a  schednle  of  prices.    TV'np.' 

ming  with  a  cord.     VtUgar:  Low  or  mean.    Ontrae:  A  way  or  track;  as,  a  race  comae. 

I  allowance  paid  for  services.    Chicago:  A  dty  in  the  United  States. 

ect— Aiithmetlo.— In  solving  problems  the  prooeHsea  should  lie  not  merely  Indl- 

le  figures  necessary  in  solving  each  problem  should  be  given  In  full.    The  answer 

1  should  be  Indicated  by  writing  "Ans."  after  it. 

dlowlng,  and  frora  the  sum  subtract  82,886,696  (here  will  be  given  a  short  oolnmn  ol 

oltlply  T)V  by  36.B,  and  divide  the  product  by  1.92.    Solve  bf  decimals.    S.  A  carrier 

II.) 
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•^ 

-- — ^^ 

nim^ 

Mdr^ 

0^ 
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1  snort  43  letUn  or  ET  papen  Id  a  mlDu;te,  Al  this  nie.  bow  muaj  boura  will  It  take  bim  ta 
on3,6S6Ietleiiand  1S5  pounds  of  papers.  aTeragingTpapen  to  the  poondr  4.  A  lot  wbich  wbb  Gl 
I  «lde  and  ISO  leet  long  aold  for  t8,34T.HI,  which  vu  one-fourth  more  than  It  coat.  What  wu  the 
1  per  eqoue  footr  S.  In  a  certain  mall  there  are  2M  pounds  14  ounces  of  newspapers  weighing  at 
rate  of  3  papera  to  every  7  ouDces.  How  many  papers  are  there  In  the  mall !  16  ounces— 1  pound. 
Iilrd  gtil))Mt— Letter  WrldDK.— The  competitor  Is  permitted  to  willa  on  either  one  ol  two  eub- 
aglna.  Thelollowlngsubjecthas been  used: 

'rttaalett«rof  notleai  than  125  words,  giving  yourvlewB  as  to  the  advantages  derived  from  free 
llcUbnilesm  the  principal  cities  of  your  State.  This  exercise  Is  designed  chiefly  to  test  the 
.peUloi's  glclll  In  simple  English  composition.  In  rating  the  letter,  its  errors  in  form  and  addreo, 
pelllOBi  capltalliatlon,  punctnalion,  syntai,  and  style,  and  Its  adherence  to  the  subject,  will  b« 

>urth  Suhleol— Feumaoshlp.— The  rating  on  penmanship  will  be  determined  by  legibility, 
ilty,  neatneaa,  and  general  appearance,  and  by  correctness  and  nnUormlty  In  the  lonnation  ol 
Is,  letleis.  and  punctuation  marks  ta  ttie  exercise  of  the  subject  oi  copying  from  plain  copy. 
arUcalar  style  of  penmanship  is  preferred. 

Hh  SnhJeot— Capying  from  Plain  Copy. — N.  B.— Paragraph,  spell,  capitalize,  and  punctual^ 
sely  IS  hi  copy.    All  omissions  and  mistakes  will  be  (akea  into  consideration  In  rating  tlili 

He  an  exaettBriOen  copy  oftheSttUowing: 

recommendatlan  of  an  applicaot,  compeUtor,  or  eligible  Involving  any  dlaclosnre  of  bis  poltt- 
r  religious  opinions  or  afflllattoD  shall  be  received,  filed,  or  considered  by  the  Commlnlon,  by 
ourd  of  eiamlneis.  or  by  any  DOmiaating  or  appointing  officer.    In  making  removals  or  rednc- 

or  In  Imposing  punishment  lor  delinquency  or  misconduct,  penalties  like  In  character  shall  be 
ed  for  like  oHeoses,  and  action  therenpon  shall  be  laken  Irrespective  of  the  political  or  reU- 
opinions  or  affiUatloiis  ol  tbe  offenders.  A  petaon  holding  a  position  on  the  dale  said  position 
slflednoderthaclvll-service  act  shall  be  entitled  to  all  tbe  rights  and  benefits  poeeSHsed  hyper- 
f  thessme  class  or  grade  appointed  upon  eiandnation  under  the  provisions  of  said  act. 
h  6al)|ect— Qeographr.—Queetloiu  are  similar  (o  Chose  shown  nnder  fiisl  grade,  except  that 
stions  relating  to  foreign  cities  are  inclnded. 

<uth  Suttject— BoadinK  Addresses  (Postal)  .—This  exercise  oonslata  of  (he  reading  of  a 
T  of  written  addresses,  which  ate  photollthogtaphed  on  one  sheet.  A  second  sheet  Is  fui- 
,  which  contains  the  same  addresses,  these  addresses  being  prloted  and  containing  erron  ol 
in,subetitutioD,  or  insertion.  The  competilor  is  required  to  Indicate  the  errors  In  each  printed 
i  by  underscoring  with  a  pencil,  thus, ,  any  portion  of  a  printed  address  which  Is  not  a 

copy  of  the  written  address,  and  by  a  caret,  tbos,  A.  i>ny  omitted  words,  figures,  or  inltlala. 
Lbbrevlated  in  tbe  written  address,  but  printed  In  full  in  the  printed  address,  are  regarded  as 

if  the  correct  wordaaie  printed.    Differences  In  punctuation  or  capitalization  are  not  regarded 
s.  ^he  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only, 
illowing  are  Illustrations  ol  tbe  method  which  should  be  pursued  In  indicating  errors: 

WRITTEN  ADDRESS— CORRECT. 


FRtMTED  ADDBB88— WITH  ERRORS  NOTED. 

Theodore  M.  Martin,  Foreman  a  Wator  Works. 

High  Road,  Grand  Forks,  North  Dakota. 
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WBITTEN  ADDRESS-CORRECT. 


PRINTED  XDDRB88— WITH  ERRORS  NOTED. 

Major  A  A.  T.  Chandler, 

Fort  Thompgon.  Alden  County,  Alabuiu. 

THIHD-GRASX:  BXAMINATIOJT. 

.  Bpbluno:  Twenty  eimple  words  in  ordinary  oae.  2.  ARiTHMvric:  Embracee 
itdon,  subtraction,  multipli cation,  and  divisioD  of  whole  nambere  and  of  United 
tee  money.  3.  LBrrrBH  wbitino;  Test  in  the  nee  of  the  English  language  for 
ineCB  coireepondence.  4.  Fenuanship:  Marked  on  lability,  rapiditj',  neatness, 
general  appearance.  5.  Copvino  proh  plain  copv:  An  exact  copy  of  a  few 
ited  lines,  in  competitor's  handwriting. 

he  following  queetiona  and  teete  which  have  been  used  indicate  the  general 
racter  of  these  subjects: 

nt  Bulttflot—apelUiig.— Spelling  U  dictated  by  Cbe  eiamlner.    The  words  are  written  by  the 

petltor  to  the  blanli  spaces  indicated  on  the  Brat  sheet  ot  the  eiamlnatloD.    All  words  should  be 

menced  with  capital  letlera.   The  examiner  proDounces  each  word  and  gives  ita  deflniHon.   The 

pelJtoT  is  required  to  write  only  the  word  and  not  Its  dehnJtloD. 

^r:  Aaweet  sukHtonce  made  from  the  Jnice  oi  the  sugar  cane.    Hedge: 

rity.    Quhier:  One  who  has  charge  o[  money  In  a  bank.    Figurt:  A  moik 

Ctirrj/ing;  Conveying  or  transporting  in  any  way.  Breadth:  The  measn 
t:  The  amouDtofpapermadain one bodyorpiece;  aB,asbee(of  paper.    £a 

Frontier;  The  border  or  llmlla  ol  a  country.  FoUeHci:  The  state  or  qnal 
«.-  The  act  of  guessing;  as,  to  guess  at  one's  weight.  Threat:  The  act  of  thr 
reat,  Diamoad:  A  precious  gem.  Viitt:  To  go  to  see;  as,  to  visit  a  friend. 
.e  r  .-er;  as,  to  repair  clothes.  People:  The  body  of  persona  composing  a  nati 
)lc.  Require:  To  be  in  need  ol;  as,  lo  require  money.  Qreate:  Soft  anil 
y  to;  OS,  to  answer  a  letter.  ExieL  To  live;  as,  to  exist  in  poverty. 
icond  Butject— ArlUimetlc.— In  solving  problems  the  pn>ceaae«  should 
d,  but  all  the  figures  necessary  in  solving  each  problem  should  be  given  in 
1  problem  should  be  Indicated  by  writing  "Alls."  after  it. 
(This  quesUon  will  cou^t  of  a  ehort  column  ot  figures  to  be  added.)  i 
t,  S.  Multiply  8,MS  by  MS,  and  then  subtract  9S,74S.  4.  A  merchant,  who 
nds  of  butter  at  30  cents  per  pound,  S4  barrels  of  apples  at  12,25  per  barrel,  anc 
coffee.  How  much  did  he  spend  for  coffee?  S.  During  the  month  ol  Aug 
st  were  shipped  from  a  certain  port.  During  September  87,960  more  hush( 
ng  August.  What  was  the  total  number  ot  buab^a  shipped  \a  the  two  mon 
tilrd  Bnltject— Letter  WrttJoK-— The  compelilor  is  permitted  to  write  on  ( 
t  given.    The  following  subject  has  been  used: 

Tit«  a  letter  containing  not  less  than  100  words  stating  some  of  the  advani 
ikind  from  the  art  of  printing.  This  exercise  le  designed  chiefly  to  test  thi 
pie  English  composition.  In  rating  the  letter  its  errors  in  iorm  and  addrem 
sa,  pUDctuation,  syntax,  and  style,  and  its  adherence  to  the  subject  will  be 
DiLrtli  Subject — PenmADshlp. — The  rating  on  penmanship  will  be  dete 
dity.  neatness,  and  general  appearance,  and  by  correctness  and  unlformit; 
ds,  letters,  and  punctuation  marks  in  the  exercise  of  the  flitb  subject— cop; 
particular  etyle  of  penmanship  la  preferred, 

Iflb  SoltJect— Copying  from  Plain  Copy._N.  B.— Paragraph,  spell,  capil 
dsely  as  in  the  copy.    All  omissions  aod  mistakes  will  be  taken  Into  consid 

[rirst  Diet.] 


anda«>^ 
thejc^*: 
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■an  aaet  urtttm  eopv  vfilu  JoBoaing: 

present  poalal  poller  ia  to  carry  novipapen  in  Bome  caws  tree,  (uid  In  all  othei  eues  at  maah 
■lea  o[  postage  (ban  iactuuged  forlettera;  tbe  one  being  for  the  pablle  weal,  wtaile  the  other 
rival*  beneflt  H  the  telegraph  becomM  a  part  of  the  aervice  it  will  Btlll  be  the  dnty  ol  tbe 
meat  to  (xansmlt  telegrams  fat  the  press  at  uiDcb  lower  rates  tban  for  prirale  Individuals. 

SF  OUTLINE  OF  THERULBS  FOK  RATING  EXAMINATION 
PBRS-P08T-OFFICE,  CUSTOM-HOUSE,  AND  INTEBNAL- 

VENUB  8BBVICB. 

xiu  aa  pracldca.ble  after  an  examinfttioii  the  papers  of  the  competitoreore  rated 
le  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
as8  or  fail    The  following  is  a.  brief  outline  of  the  rulee  for  rating: 


&cb  error  In  spelling  when  the  exercise  consista  ol  20  wonjs G 

icb  error  In  caplullzation l 

Lch  failure  lo  use  or  lor  each  wrong  use  ol  the  bfpben  and  loc  each  improper  divisloii  of 

ord  Into  a  compound  word  when  required  lobe  written  solid 2 


ich  wrong  proceaa.  producing  iacorrect  remit,  in  proportion  to  the  nomber  ol  stepa 

>lved  and  gravity  lA  error 10 

«lmal  error  and  lor  each  evasion  of  a  decimal  or  common  fraction  teM 

.ch  error  in  compntation  or  In  eoprfng  from  the  printed  qneetloit  or  from  work 

Inor  errors,  such  as  wrong  indication  of  a  correct  proces,  incorrect  or  inconslsteDt 
;(aa(ian,  improper  use  of  symbols  ol  designation,  Improper  or  Incorrect  designation 

partial  or  final  result,  etc . 

Dure  to  show  work  as  required  In  solution  of  problems 2 

RUI/ES  FOB  KATINO   LKTrBB 


ig  the  letter  its  errors  in  form  and  addrera.  In  spelling,  capitatlza 


,  and  its  adherence  to  and  treatment  of  the  sut>]ect  given,  are  considered,  and  its  valne.  In 
nent  of  the  examiners,  determined  on  a  scale  of  IflO. 

rmlning  the  mark  for  letter  writing  it  la  proper  for  the  examiner  to  be  guided  In  a  general 
le  following  scheme:  Excellent,  B6  to  90;  good,  OO  lo  SO;  fair,  SO  to  TO;  ordinary,  70  to  W; 
u  50;  very  poor,  EiO  to  15;  praotitsally  wonhlen,  2S  to  0. 

BULBB   FOR  BATINQ   PBNHANSHIP. 

isblp  Is  rated  according  to  lis  value  on  a  scale  ol  100,  In  determining  the  rating,  legibility, 
neatness,  and  general  appearance,  as  well  as  correctness  and  nniformity  in  the  formation 
letlen.  and  punctuation  marks,  are  considered,  and  it  is  proper  for  examinen  to  be  guided 
:ral  way  by  the  following  scheme:  Excellent,  90  to  S5;  very  good,  SB  to  80;  good,  BO  to  Tfc 
75  to  70;  poor,  70  to  66;  very  poor,  66  to  60;  below  the  grade  ol "  very  poor,"  Goto  10. 

RtlLm   FOB  KATtNO  OOPVINO  PROM    PLAIN   COPY. 

From  100 
dednot— 

h  word  or  figure  omitted,  repealed,  substituted,  or  Improperly  inserted B 

h  error  in  spelling,  for  each  transpoellion,  lor  each  abbreviation  not  in  the  copy,  tor 
failure  to  capilalize  according  to  copy,  for  each  failure  to  punctuate  according  to  copy, 
ch  failure  lo  indent  margin  aa  in  copy,  for  each  error  In  paragrapliing,  and  for  Irregu- 

in  left-hand  margin 5 

h  misdlviBlon  of  a  word  at  the  end  of  a  line,  lor  each  omlsslOD  or  Improper  use  of  the 
<n  In  dividing  a  word  at  the  end  ol  a  line,  lor  each  word  altered,  latorllned.  or  can- 

lor  each  blot  or  minor  erasure,  11  not  neat 1 

■  other  deviation  [n>m  copy  not  covered  by  the  loregoing.  charges  are  made  In  the 
tlon  ol  the  examinera. 
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BCUtS  FOB  KATIN0  OBOGKiPHT. 

In  rating  tbls  aablect  each  uuweT  tinted  In  Uie  lndgiacntoF  the  enunlnen  aecordlng  to  Its  value 
on  a  M»)e  of  lOD. 

When  the  qaestion  requires  Id  the  anawei  a  epeclfled  number  of  Stales,  conntrles,  cltlea,  rlTers,  or 
bodies  oi  waterB.elc.,  and  the  answer  contains  a  gietttet  number  than  lawqnlred  bytho  question,  no 
credit  shall  be  given  lor  the  aoawer  If  any  part  or  point  is  Incorrect,  thm  lendcrlns  the  answer 
amblguoQB.  i\^ 


The  rating  on  this  subject  Is  for  accuracy  only.  A  diarge  of  2  is  made  lor  each  error  or  omission  in 
noting  the  mora  on  the  printed  sheet  when  compared  with  the  correct  written  addreeeea  given 
The  dllteeaoe  between  the  sum  of  the  errors  thus  loaDd  and  VX>  Is  the  rating  on  tbli  subject. 


BULK   rOB   RATING   TIME.       (dBFDTV   COLLECTOR   AND  CLEBE. ) 

A  credit  of  70  will  be  giv^i  If  the  examination  Is  completed  in  the  msilmDm  time  of  five  houn 
allowed.  For  each  Interval  of  Ave  minutes  less  tban  tbe  nuiilmum  time  a  credit  of  1  In  addition  to 
TO  will  be  given.  For  completing  the  examination  In  two  and  one-half  houis  or  less  the  maximum 
ntlng  of  100  will  be  given.  No  credit  will  be  given  for  time  nniess  the  average  percentage  on  the 
remaining  aubJecU  is  at  least  TO. 

By  order  of  the  CommiBaion, 

John  C.  BliAck,  Pretident. 
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receive  absolute  appointment  to  the  position 
year  from  the  date  of  the  expiiation  o(  his 


n  of  disabitity 


(ft)  Who  has  [ailed  after  probatioi 
for  which  he  again  applies  within 

probationary  service. 

(t)  Who  has  made  a  false  statement  in  bis  application, 
or  deceit  in  any  manner  connected  with  his  application 
guilty  of  crime  or  iafamoua  or  notoriously  difgmcetul  conduct. 

Ij)  Who  has  been  dischai^ed  for  desertion  from  the  mitilary  or 
the  Unitod  States  under  section  1998,  B.  S. 

POST-OFFICE  SEBTICe. 

Application  form  1371. 

Age  limit,  18  to  45  years.  The  age  limits  are  waived,  however,  ii 
Bona  honorably  discharged  from  the  military  or  naval  service  by  n 
resulting  from  wounds  or  sickneea  incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibitioa,  how- 
ever, doee  not  apply  to  divorced  women  or  women  who  are  separated  from  their  hus- 
baads  and  support  themselves. 

Applicants  for  the  Poet-Office  Service  are  required  to  be  pbysically  sound  and  in 
good  health.  The  Post-OSce  Department  has  stated  that  no  person  who  is  defective 
inany  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  bearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persona,  or  those  having  crippled 
arms  or  legs,  and  those  sufferii^  from  asthma  or  hernia.  Applications  from  persons 
who  have  any  of  the  physical  defects  pieationed  will  be  canceled  unlets  sxich  persona 
were  honorably  discharged  Jrom,  the  military  or  naval  ierviee  by  reaton  o/dlaability  TetulHng 
front  wounds  or  iicknesi  incurred  in  the  line  of  duty.  (See  paragraph  (c),  page  1,  tor 
physical  defects  which  will  debar  persons  from  any  examination,} 

Male  applicants  must  measure  not  leas  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weight  not  less  than  123  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in  their 
applications,  indicating  the  length  of  time  they  have  served,  as  additional  credit  of  1 
per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  to  exceed  five 
years,  the  total  average  percent^e  not  to  exceed  100, 

The  second^rade  examination  is  given  tor  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pages  10,  12,  and  13. 

Examinations  for  the  following  offices  will  be  held,  as  iar  as  practicable,  on  the  first 
Wednesday  or  Saturday  after  the  ISth  of  November  of  each  year,  as  indicated : 


Attleboro,  Mass. 
Augusta,  Me. 
Bangor,  Me. 
Boston,  Mass, 
Brattleboro,  Vt. 
•Brockton,  Mass. 
Burlii^ton,  Vt. 
Camden,  Me. 
Concord,  N.  H. 
Fall  River,  Mass. 
Fitchburg,  Mass. 
Gtouceeter,  Mass. 
Hartford,  Conn. 
Haverhill,  Mass. 


Holyoke,  Mass. 
Lawrence,  Mass. 
Lewiston,  Me. 
Lowell,  Mass. 
*Lynn,  Mass. 
Manchester,  N.  H. 
Middletown,  Conn. 
Nashua,  N.  H. 
New  Bedford,  Mass. 
New  Britain,  Conn. 
New  Ivondon,  Conn. 
Newport,  R.  I. 
North  Adams,  Mass. 
Northampton,  Mass. 


Norwich,  Conn. 
Pawtucket,  R.  I. 
Pittsfield,  Mass. 
Portland,  Me. 
Providence,  R.  I. 
Rutland,  Vt. 
*Salem,  Mass. 
Springfield,  Mass. 
Taunton,  Mass. 
*Waltham,  Mass. 
Waterville,  Me. 


Woonsocket,  R.  I. 
Worcester,  Mass. 


'  ExamlnatioDa  hi 


I  applicEitioniiutybeobUiiiedatftny  time,  eitiiertroiii  the  "Secretary 
ice  Dietrict,  Boom  141,  Poet-Offico  Building,  Boston,  Mass.,"  or  from 
ary  at  the  office  whoe  employment  is  desired.  ApplicatioTU  vihen 
filed -with  the  DUtrict  Steretary  at  Botton,  3tiui.,not  laUr  thttn  4.30  p.  m. 
day  in  October.  Application)  reteived  after  the  tijue  specified  ioilt  be  filed 
jguent  eamimnotion. 

'ing-nanied  offlcee  Uie  names  of  male  eligiblee  will  be  entered  on  only 
mely,  the  clerk  or  the  carrier  lepBtw,  and  male  applicants  for  those 
ioate  in  their  applications  whether  they  desire  the  position  ot  clerk  or 

Haverhill,  Mass.  Fawtucket,  R.  I, 

Holyoke,  Mass.  Portland,  Me. 

Lawrence,  Mafie.  Providence,  R.  I. 

Lowell,  Mass.  Salem,  Mass. 

SB.  Lynn,  Maaa.  Springfield,  Mass. 

«.  Manchester,  N.  H,  Taunton,  Mase. 

as.  New  Bedford,  Mass.  Waltham,  Mass. 

1.  New  Britain,  Conn.  Worcester,  Maee. 

•r  a  change  in  the  designation  of  the  position  desired  by  an  applicant 
in  writing  and  received  by  the  district  secretary  on  or  before  the  date 
ition,  otherwise  no  change  will  be  made. 

f  each  male  eligible  for  any  postHiffice  not  mentioned  in  the  preceding 
1  be  entered  on  both  the  male-clerk  r^^ister  and  the  carrier  register, 
trtified  in  ite  order  to  vacancies  occuiring  in  the  position  of  either  male 
r,  without  regard  to  any  choice  of  poeition  expressed  by  the  eligible  in 
1.  Male  eligiblee  will  be  entitled  to  three  certifications  from  the  male- 
and  three  certifications  from  the  carrier  register.  Failure  of  selection 
eter  or  declination  of  appointment  when  selected  will  not  affect  the 
iding  on  the  other  register.  Appointment  from  either  register  will 
igible'e  name  from  both  registers. 

-Office  Service  appointments  aze  usually  made  to  the  peeition  of  substi- 
substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their  or%i- 
enta  to  the  first  vacancies  occurring  in  regular  positions. 
Sees  of  the  first  and  second  class  and  carrieis  in  the  city-delivery  service 
Dto  six  giades,  as  follows;  First  grade,  salary  |600;  second  grade,  salary 
rade,  saUry  |900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary  $1,100; 
salary  $1,200.  Clerks  and  carrieie  at  firstKilass  offices  will  be  promoted 
to  the  fifth  grade,  and  clerks  and  carriera  at  second-class  offices  will  be 
^cessively  to  the  fourth  grade. 

tions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
wing  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No  pro- 
le  made  except  upon  evidence  satisfactory  to  the  Post-Office  Department 
ncy  and  faithfulnees  of  the  employee  during  the  preceding  year.  When 
jriec  &ilfl  of  promotion  because  of  unsatisfactory  service  he  may  be  pro- 
:  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent  quarter, 
■■  (bM  his  record  has  been  satisfactory  during  the  intervening  period. 
'arrieis  of  the  highest  grade  in  their  respective  offices  are  eligible  for  pro- 
le  higher  poeitiona  in  said  post-offices. 

is  eligible  for  tjansfer  to  the  service  of  a  cairier,  and  any  carrier  is  eligible 
lo  the  service  of  a  clerk. 

employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour.  Such 
ipleyees,  however,  are  required  to  work  not  less  than  two  hours  daily,  and 

t  Dlstl 


may  serve  as  aubstitutea.  They  are  eligible  for  appointmeDt  ae  clerks  and  carrieni  of 
the  first  grade. 

Suhstitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
and  caniets,  and  they  are  eligible  for  appointment  ae  auxiliary  employees  and  as 
clerks  and  carriers  of  the  first  grade. 

Examinations  for  the  following  offices  will  be  held  only  when  eligibles  are  needed 
(due  announcement  of  which  will  be  made),  and  application  blanks  will  not  be  given 
out  until  the  examinations  are  announced: 


Adams,  Mass. 
Ameebury,  Maes. 
Amherst,  Mass. 
Andover,  Mass. 
Athol,  Mass. 
Auburn,  Me. 
Bar  Harbor,  Me. 
Barre,  Vt. 
Bath,  Me. 
Belfast,  Me. 
Bellows  Falls,  Vt. 
Bennington,  Vt. 
*Beverly,  Mass. 
Biddeford,  Me. 
Bristol,  Conn. 
Bristol,  R.  I. 
Bnmswick,  Me. 
Central  Falls,  R.  I. 
'  Chicopee,  Mass. 
'  Chicopee  Fall  a,  Mass. 
Claremont,  N.  11, 
Clinton,  Mess. 
•Concord,  Mass, 
•Concord  Junction,  Maes 
"Dan vera,  Mase. 
•Dedham,  Mass. 
'  Derry,  N.  H. 
Dover,  N.  H. 
Easthampton,  Mass. 
Eieter,  N.  H. 
Franklin,  Mass. 


Franklin,  N.  H. 
Gardner,  Mass. 
Gardiner,  Me. 
Great  Barrington,  Maee. 
Greenfield,  Mass. 
Hanover,  N.  H. 
Houlton,  Me. 
Hudson,  Mass. 
•Hyde  Park,  Mass. 
Ipswich,  Mass. 
Eeene,  N.  H. 
Laconia,  N.  H. 
Leominster,  Mass. 
•Marblehead,  Mass. 
Marlboro,  Mass. 
Middleboro,  Mass. 
Middlebury,  Vt. 
Milford,  Mass. 
Montpelier,  Vt. 
"Natick,  Mass. 
Newbury  port;,  Mass. 
•North  Abington,  Mass. 
North  Attleboro,  Mass. 
•Norwood,  Mass. 
Orange,  Mass. 
•Peabody,  Maes. 
Plymouth,  Mass. 
Portsmouth,  N.  H. 
Provincetown,  Mass. 
Putnam,  Conn. 
•Reading,  Mass. 


Rochester,  N.  H. 
Rockland,  Me. 
•Rockland,  Mass. 
Rock vi He,  Conn. 
Rumford,  Me. 
Skowhegan,  Me. 
Somersworth,  N.  H. 
Southbridge,  Mass. 
•South  Framingham,  Mass. 
'  South  Manchester,  Conn, 
•South  Weymouth,  Mass. 
*  Spencer,  Mass. 
St.  Albans,  Vt. 
St.  Johnsbury,  Vt. 
•Stoneham,  Mass. 
Tonington,  Conn. 
•Wakefield,  Mass. 
Ware,  Mass. 
•Watertown,  Mass. 
Webster,  Mass. 
•Wellesley,  Mass. 
Weatbrook,  Me. 
Westboro,  Mass. 
Westerly,  R.  I. 
•Whitman,  Mass. 
Willimantic,  Conn. 
Winchendon,  Mass. 
•Winchester,  Mass. 
Winsted,  Conn. 
•Wobum,  Mass. 


CVSTOH-HOITSE  SEBTICE. 

Candidates  for  appointments  in  the  customs  service  must  be  not  less  than  21  nor 
more  than  55  years  of  age,  of  suitable  physical  condition,  and  mentally  qualified.  If 
otherwise  duly  qualified,  the  limitation  as  to  age  will  not  apply  to  honorably  dis- 
charged United  States  soldiers  or  sailon. 

There  are  three  grades  of  eiaminationa  given  for  positions  in  the  custom-bouse 
service.    For  description  of  examinations  see  pagee  10  to  14. 

The  flist  grade  examination  is  given  for  the  positions  of  clerk,  day  inspector,  store- 
keeper, and  deputy  officer,  but  not  for  chief  or  special  deputy  collector  in  the  larger 
custom-housee.    Application  form  1371. 
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■  ExamlDatlcHia  held  at  Fartford 
<  Giunlnatlons  held  at  Woccealer. 


d-gTSde  PTMninHiinn  ia  given  for  the  podtione  uf  aaeiatant  weigher,  mea- 

;  inspector,  and  aampler.     Application  form  1371. 

•grade  examination  is  given  for  the  poeitioos  of  attendant,  claaeified 

ectrese,  janitor,  and  watchmaa.    Application  form  1371. 

ination  for  opener  and  packer  will  consist  of  .the  third-grade  subjecle, 

it  of  10  per  cent,  in  addition  to  ratings  on  experience  and  ability  aa  a 

I  per  cent,  and  physical  condition,  30  per  cent.     Special  credit  will  be 

:perieQce  in  opening  and  packing  general  merchandise.    Application 

3  who  apply  for  the  position  of  classified  laborer  will,  if  they  bo  request, 
:  strength  test  now  given  to  unskilled  laborers,  which  consists  of  lifting 
ing  a  sack  weighing,  with  contents,  125  pounds.  If  they  pass  the  strength 
ion  to  the  classified  laborer  examination,  such  fact  will  bo  noted  upon 
as  in  the  nature  of  a  qualification.  If  the  apjMintii^  officer  shall  re- 
^rtification  from  tbe  classified  laborer  register  of  those  persons  pbysi- 
^d  fur  the  discha^e  of  the  manual  labor  connected  with  the  position  to 
tiflcation  shall  be  made  from  those  standing  highest  in  the  educational 
who  have  also  passed  the  strength  test. 

;  who  desire  to  undergo  tbe  strength  teat  will  be  informed  by  the  district 
en  and  where  to  report  for  the  test. 

^tion  for  boatman  will  consist  of  a  noneducational  test,  except  when 
qualifications  are  desired.    When  these  qualifications  are  desired,  the 
will  consist  of  the  subjects  of  the  third-grade  examination  with  a  weight 
t,  in  addition  to  the  rating  on  ^e,  15  per  cent,  experience,  40  per  cent, 
condition,  25  per  cent.    When  no  educational  qualifications  are  debited, 
,ion  will  consist  of  the  subjects  of  i^e,  experience,  and  physical  condi- 
a  noneducational  examination  is  given,  applicants  are  not  required  to 
■  place  for  examination.    Application  form  1093. 
may  ascertain  what  positions  exist  in  any  custom-house  by  application 
cretary  at  such  cuatom-house  or  to  the  district  secretary. 
)ns  for  the  followii^  custom-houses  will  be  held  only  On  the  second 
ay  of  each  year,  and  may  he  taken  only  at  the  places  mentioned,  except 
tions  for  the  Bastport  custom-house  will  also  be  given  at  Calais,  Me.,  for 
Dce  of  applicants  living  in  that  vicinity: 
Me.  Eastport.  Me.  PorOand,  Me. 

iass.  Newport,  Vi.  Providence,  R.  I. 

>n,  Vt. 

B  of  application  may  be  secured  from  the  "Secretary,  First  Civil  Service 
m  141,  Post-Office  Building,  Boston,  Mass.,"  or  from  the  local  secretary 
□-house  where  employment  is  desired  onl^  between  January  i  and  tht 
y  in  April.  Executed  applications  may  be  filed  with  the  district  secre- 
1  only  between  the  dates  mentioned. 

at  who  desires  to  compete  for  all  the  positions  in  any  one  of  the  difierent 
.mination  for  tbe  custom-bouBe  service  should  state  in  his  application 
ame  of  the  grade  desired,  as  "first  grade,"  "second  grade,"  or  "third 
however,  be  desires  to  compete  for  only  some  of  the  positions  named 
ide,  and  would  not  be  willii^  to  accept  appointment  to  any  of  the  other 
led,  he  should  state  only  the  position  or  positions  to  which  he  desires 
Requests  for  changes  in  the  des^ations  of  the  positions  desired  by 
must  be  made  in  writing  and  received  by  the  district  secretary  on  or 
«  of  the  examination;  otherwise  no  changes  will  be  made, 
ion  will  be  received  for  more  than  one  grade  of  examination  to  be  held 
.ate  or  during  the  same  series. 
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For  cuBtom-houaM  where  there  cue  two  or  mOTe  appomting  officets  fu:  eligible  from 
any  one  ex&minatioD  will  be  eotitled  to  three  conaidenktionH  for  appointment  by  each 
i^pointing  officer  unleBa  sooner  selected;  but  for  other  ciutom-housee  an  eligible  will 
be  entitled  to  only  three  conraderaitioiu.  No  el^ble  will  be  considered  lor  any  poei- 
tion  for  which  he  did  not  apply. 

ExaminationB  for  custom-houses  M  the  following  places  will  be  held  only  when 
eligiblee  are  needed  (due  announcement  of  which  will  be  made),  and  application 
blanks  will  not  be  given  out  until  examinations  are  announced; 

In  the  State  of  Maine:  Bath,  Belfast,  Caetine,  Ellsworth,  Houlton,  Eennebunk, 
Macbias,  Saco,  Waldoboro,  Wiscasset,  York. 

In  the  State  of  New  Hampshire;  Portsmouth. 

In  the  8tate  of  Maasachusetts:  Barnstable,  Edgartown,  Fall  River,  Gloucester, 
*Uarblehead,  Nantucket,  New  Bedford,  Newburyport,  Plymouth,  "Salem,  Springfield. 

In  the  St«te  of  Rhode  Island;  Bristol,  Newport. 

In  the  State  of  Connecticut;  Hartford,  New  London,  Stonington. 

Examinations  for  assays,  cashier,  chief  or  principal  deputy  collector,  deputy  naval 
officer,  deputy  surveyOT,  examiner,  gauger,  and  weigher  will  be  held  only  when  eli- 
giblee are  needed,  and  will  be  duly  announced  in  the  public  press. 

CniBUVAL  KETENUE  SEBTICB. 

Application  Form,  1371. 

Age  limito,  21  years  or  over. 

Examinations  for  the  positions  of  clerk,  division  deputy  collector,  gauger,  office 
deputy  collector,  storekeeper,  and  storekeeper-gauget  are  held  on  the  first  Wedneedfty 
in  September  of  each  year  at  the  following  places: 

Bangor,  Me.  Hartford,  Conn.  Rutland,  Vt. 

Boston,  Mass.  Portland,  Me.  St.  Johnsbury,  Vt. 

Burlington,  Vt.  Portemouth,  N.  H.  Springfield,  Mass. 

Concord,  N.  H.  Providence,  B.  I,  WOTceeter,  Mass. 

Application  blanks  may  be  secured  at  any  time  either  from  the  local  secretaries  at 
the  post-offices  in  the  cities  named,  or  from  the  "Secretary  First  Civil  Service  Dis- 
trict, Foet-Office,  Boston,  Mass."  Applications  must  be  filed  with  the  District  Secre- 
tary, at  Boston,  not  later  than  i.SO  p.  m.  on  ihtfint  Wetbugdc^  in  Auffutt.  AppUcations 
received  after  the  time  specified  will  be  considered  as  filed  for  the  next  examination 
which  may  be  held. 

The  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  poeitions 
should  apply  ior  the  "deputy  collector  and  clerk"  examination.  The  storekeeper- 
ganger  examination  will  be  given  for  the  positions  of  gauger ,  storekeeper,  and 
storekeeper-gauger,  and  applicants  for  these  poeitions  should  apply  for  the  "stwe- 
keeper-gauger"  examination.  Fw  description  of  the  examinations  mentioned  is 
this  paragraph  see  ps^  10. 

An  eligible  will  be  considered  tat  appointment  only  in  the  district  in  which  he  is 
examined.  The  department  usually  selects  for  appointment  an  eligible  who  is  a 
resident  of  the  district  in  which  the  vacancy  exists. 

FtH-  a  copy  of  the  Gauger's  Manual,  applicants  should  apply  to  the  Commissioner 
of  Internal  Revenue,  Washington,  D.  C. 

The  poeitions  of  bonded  storekeepers  and  gaugers  whose  compensation  doee  not 
exceed  93  per  diem  when  actuaUy  employed,  and  whose  aggr^ate  compensation 
does  not  exceed  $500  per  annum,  are  not  subject  to  competitive  examination. 

Examination  for  the  position  of  messenger  is  held  only  when  eligiblee  are  needed, 
and  will  be  duly  announced  in  the  public  press, 

*  BiHjniiiatlona  hdd  at  Boston. 
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:anla  for  any  of  the  positions  named  below  in  the  Qututenna«tei''B  Department 
ID  the  New  England  States  should  write  to  the  District  Secretary  at  the  Foet- 
Boelon,MaHs.,or  to  the  local  secretary  at  any  of  the  following-named  places: 
■.e  of  the  Chief  Quartermaster,  Governor's  Island,  New  York  Harbor,  the 
ouses at  Burlington,  Vt,,  and  Portland,  He.,  the  poet-officee  at  Portland,  Me., 
ith,  N.  H.,  New  Bedford,  Mass.,  Newport,  B.  I.,  Providence,  B.  l.,and  New 
Conn. 
ith. 
,  gasoline,  marine. 

n,  marine,  (aseiet&nt). 
n,  stationary, 
a,  stationary,  (assistant), 
a,  stationary  and  plumber. 


Master. 

Mate. 

Oiler. 

Packer. 

Pilot. 

Plumber. 

Plumber  and  ateamfitter. 

Rodman. 

Wheelwright. 


es  in  the  above-mentioned  positions  at  Forts  Leavitt,  McEinley,  Preble  and 
inMaine;  Fort  Ethan  Allen,  Vt,;  Fort  Constitution,  N,  H.;  Forte  Andrews, 
dman,  aud  Warren,  in  Maasachuaetts;  Forts  Adams,  Greble,  and  Mansfield, 
L'^land;  Fort  Trumbull,  in  Connecticut;  and  in  the  office  of  the  depot  and 
ig  ctuartermasters  at  Boston  will  be  filled  from  the  rasters  resulting  from 
lations  for  these  positions. 

CUSTODIAN  AND  SVBTKEASUBT  SERVICES. 

tions  for  these  services  will  be  held  only  when  eligtbles  are  needed,  and 
R  vdll  not  be  given  out  until  the  examinations  are  announced.  Due 
ent  of  date  and  place  of  examination  will  be  given.  The  announcements 
)  informationas  to  the  subjects  of  the  examination. 

ioo  of  clerk  in  the  subtreaaury  service  will  be  filled  by  eelectioii  from  the 
faster  for  the  Boston  custom-house,  confined  to  such  eligibles  as  have  had 
r  I/ears'  erperience  in  dmilar  duties.  Rigid  testsof  character  and  integrity 
plied  to  all  such  eligibles.  to  consist  of  confidential  inquiries  of  former 
ind  others,  and  such  other  means  a.a  may  be  found  practicable  and  eatis- 
he  Assistant  Treasurer  and  the  Civil  Service  Commission.  Only  thoee 
Y  meeting  such  teeits  will  be  considered  for  appointment. 

GENERAL  INFORMATION. 

licants  fail  to  properly  execute  their  applications  or  fail  in  the  examina- 
roiigh  a  lack  of  knowledge,  but  largely  through  haste  and  carelessness  in 
interpreting  questions  and  in  writing  the  anewerc.  Great  care  should  be 
completing  the  application  to  see  that  every  requirement  has  been  fully 
th.  In  the  examinations,  while  competitors  must  complete  their  work 
tH^ribed  time,  it  is  ample  for  the  careful  conaideration  of  every  question 

ous  S89S,  5418,  and  MT9,  RtvlMtii.  Statntea  of  ths  United  Btatw,  any  bit 
m  application,  alteration  of  a  vonoher  or  oertlfleate,  or  the  preaentation  to 
n  of  any  niDh  paper  is  a  violation  of  the  law.     A  nom^er  of  convlctioni  of 
undar  the  above-mentioned  itatatei  have  been  leoiiTed. 
Dist.] 
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All  applicantH  muHt  make  oath  in  their  applic&tionB  t 
Bhip  or  allegiance.  In  the  caee  of  foreign-bom  citizene 
furnished.  If  Daturalued,  a  certilicat«  of  naturaliEatio 
catioa.  A  foreiga-boni  person  who  claims  that  his  parei 
8tatee  at  the  time  of  his  birth  must  furnish  the  sworn 
inteceated  perwDs  t«  prove  that  to  their  knowledge  hi 
citizens  at  the  time  of  the  applicant's  birth,  and  that  th 
at  any  subsequent  time,  renounce  or  legally  declare  theii 
United  States  citUenship,  and  that  the  applicant  is  i 
son  through  whomhe  claims  citizenship.  A  foreign-boi 
through  the  naturalization  of  his  father  or  hitt  mother  w 
nish  the  parent's  certificate  oC  naturalization  and  the 
interested  persons  to  prove  his  identity  aa  the  child  of  tl 
nished,  or  if  this  evidence  can  not  be  furnished,  the  pe 
tificate  will  be  required.  A  woman  who  claims  natura 
citizen  of  the  United  States  must  fumieh  evidence  of  t 
certificate  being  required  if  he  is  a  naturalized  citizen)  a 

An  apphcation  from  a  foreign-bom  person  claiming  < 
nish  the  required  proof,  will  be  canceled.  A  declara 
citizen  will  not  be  accepted  in  heu  of  a  certificate  of  natu 
naturalization  papers  are  lost,  a  copy  of  the  same  shouj 
that  issued  them,  or,  if  the  records  of  the  court  are  dest) 
be  furnished. 

The  commission  is  not  responsible  for  delay  in  the  re 
cations  sent  by  mail  are  not  received  unless  postage 
application  is  not  filing  it,  and  applications,  whether  i 
not  accepted  unless  actually  received  by  the  district  at 
prescribed  for  the  examination  desired. 

Pereona  who  have  applied  for  au  examination,  or  whc 
should  keep  the  district  secretary  informed  of  any  i 
Failure  to  do  so  will  be  treated  ae  the  fault  of  the  app 
to  have  an  address  changed  should  always  be  made  h 
only  to  the  chai^  in  address,  and  should  always  indi 
taken,  the  average  attained,  and,  if  educational,  the  pi 

All  examination  questions  are  prepared,  and  all  pi 
Service  Commission,  Washington,  D.  C.  The  results  of 
as  promptly  as  possible,  and  competitors  are  notified  o. 
rating  of  their  papers  is  completed.  Nothing  can  be  gi 
district  secretary  or  the  Commission  to  expedite  the  ra 

After  the  papers  of  an  examination  have  been  lated, 
entered  on  the  raster  in  the  order  of  the  averts  ob 
percentage  of  70  is  required  in  order  to  become  eligib 
honorably  discharged  from  the  United  States  military 
incufred  in  the  line  of  dtus-  The  names  of  such  persom 
have  been  allowed  by  the  Civil  Service  Commission,  ai 
centage  of  65,  will  be  placed  at  the  head  of  the  eligibl 

When  a  vacancy  is  to  be  filled,  the  highest  three  nai 
ered  by  the  nominating  officer,  and  from  these  three  a  £ 
not  selected  are  considered  again  until  each  name  has 
The  period  of  eligibility  is  one  year  ^m  the  date  the  n 

Every  appointment  is  made  tor  a  probationary  perio 
which  time  if  the  appointee  is  retained  in  the  service  e 
[l''lret  Dlst.J 
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.ppointment.  In  the  Poet-Office  Service  the  six  months'  probationary 
from  the  date  of  appointment  aa  r^:ular  clerk  or  carrier  and  not  from 
ppointment  aa  substitute. 

)rvice  act  provides  that  whenever  there  are  two  or  more  membere  of  a 
public  service  in  the  grades  covered  by  that  act  no  other  member  of 
lall  he  el^ble  to  appointment  to  any  of  the  said  grades. '  The  Attorney 
'.ay  25,  1907,  rendered  a  decision  that  where  two  or  more  members  of  a 
the  public  service  in  the  grades  covered  by  the  civil  service  act  the 
9  authorized  and  required  to  withhold  from  certification  the  name  of 
mber  of  such  family.  Applications  will  be  accepted  from  such  persons, 
oes  will  not  be  certified  so  long  as  two  or  more  members  of  their  family 

ciru-SERVicr:  schools  asd  iNsnrtiTBS. 

issioQ  has  no  connection  with  any  civil  service  school  or  institute  doii^ 
;orreepondence  or  otherwise,  and  baa  no  information  to  furnish  in  regard 
eir  representativea  are  not  permitted  to  inspect  the  examination  papers 
IB.  Authentic  information  in  regard  to  examinations  may  be  obtained 
e  United  Slates  Civil  Service  Commission,  and  without  cost. 

INX^BMATION  CONCBRNINO  OTHER  8BRTICE8. 

of  examinations  is  issued  by  the  United  Stat«6  Civil  Service  Commission 
LDd  July  of  each  year,  which  contains  full  information  concerning  the 
g  and  tall  examinations  for  positions  in  the  Departmental,  Indian,  Rail- 
lovemment  Printing,  Philippine,  Isthmian  C^al,  and  other  services, 
he  manual  may  be  had  by  addressing  the  United  Slates  Civil  Service 
Washington,  D.  0. 

STENOeitAPHER  AND  TYP^mcITER  (ALI.  SEBVICES). 

D[mpheT  and  typewriter  examination  ia  the  same  for  all  branches  of  the 
ce,  and  eligibles  are  certified  to  vacancies  in  the  departments  in  Wash- 
the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewho'e, 
Igment  of  the  Civil  Service  Commission  may  be  required  for  the  good  of 

)n  concemii^  this  examination  may  be  obtained  from  the  United  States 
:e  Commiasion,  Washington,  D.  C. 
Dlst] 


),.vGoo<^Ic 


DESCRIPTION  OP  EXAMINATIONS. 

POST>OFFICB  Ain>  CtTSTOM-HOirSE. 


Fiwat  gnat;  CXMI 

ma 

SecoDd  grade. 

Third  grade;  caato 

^ 

(Time  allowed.  S 
honm) 

f«.^3ns:r£Sw) 

{Tim^l,%?41h 

aH.1 

(Time  allowed,  3 

If 

Sattioem. 

If 

BahieaV. 

Si 

if 

Sabjecti. 

If 

i:5?ffitw:;:: 

Tolal 

25 
IG 

1.  BpoUlng 

Z.  Arithmetic 

5.  letter  writing.. 

6.  Copying     from 

^iinoopy.... 

Total 

20 
1 

2.  Arlthmeticl!!!! 

20 
10 

a!  Artthmelic!;"; 

5:Kr.:.a?.:: 

5.  CopyiDE    from 
Total 

i 

lamlDatloii  la  given  for  posltionB  of  both  clerk  and 
INTERNAI.  BEVESITE. 


airier  in  poal-offlcea. 


Deputy  collector  aud  clerk. 
(Time  allowed,  B  hams. ) 

(TImeallow^,4i'2Suni.) 

Sablecls. 

If 

Babjecta. 

II 
If 

10 

2& 

20 

1   Artthmetie 



In  the  depnty  collector  and  clerk  examination  the  spelling  t«st  ie  oE  about  the 
same  degKO  of  difficulty  ae  that  for  first  grade.  The  second  subject,  arithmetic, 
comprises  fondameutal  operations,  common  and  decimal  fractions,  and  practical 
problems  in  the  elements  of  percentage  and  mensuration.  This  subject  is  of  approx- 
imatel]'  the  same  degree  of  difficulty  as  the  first-grade  arithmetic  in  the  custom- 
house examination,  but  the  questions  relate  more  pariicnlarly  to  problems  which 
may  arise  in  the  interaal-revenne  service.  The  t«st  in  elements  of  accounts  is 
similar  to  the  fifth  problem  in  first-grade  arithmetic. 

In  the  stoiekeeper-gauger  examination  the  subject  of  arithmetic  comprisee  funda- 
mental operations,  common  and  dedmal  fractions,  and  practical  problems  in  the 
elements  of  mensuration.  This  subject  is  of  approximately  the  same  degree  of  diffi- 
culty as  the  second-grade  arithmetic  in  the  custom-house  examination,  but  the 
queetiona  relate  more  particularly  to  problejue  which  may  arise  in  the  intemal- 
rerenue  service.  The  copying  exercise  consists  of  a-teat  in  copying  figures  arranged 
in  the  form  of  a  table  and  also  a  fev  pHntetl  lines. 

[FInt  Dial.] 


(10) 


:.vGoo<^Ic 


8PECIMKN  QUESTIONS. 

FIBST-ORABE  EXAHTV ATION . 

nq;  Twenty  words  of  more  than  average  difficulty.  2.  Akithmwic: 
U  rulee,  fractioas,  percentage,  iatereBt,  diaconnt,  aatHyaa,  and  statemest 
ccounta.  3.  Pbnuanbhip:  Marked  on  legibility,  rapidity,  neatness,  and 
>earance.  4.  Lktteb  wkitino:  Test  in  the  use  of  the  English  language 
correepoodence.  5.  CosysaeioH  or  cubbkncy:  Testa  in  the  conversion 
French,  Gennan,  or  Spanish  currency  into  United  States  cnrrency.  ti, 
':  Questions  relating  to  the  boundariee  of  States  and  to  capitals,  largest 
rs  and  other  bodies  of  water,  and  the  location  by  States  and  foreign 
f  prominent  cities. 

>wiiig  queetions  and  teeia,  which  have  been  used,  indicate  the  general 
if  theee  subjects: 

lect—SpcUlnK.— apelliDg  !a  dictated  by  the  eiMnlner.  The  woida  are  written  by  the 
a  the  blank  gpacce  Indlcsated  on  the  fiist  sheet  of  the  examinatian.    All  ffotda  ahonld  be 

with  capital  letters.  The  eiemlner  pronounces  each  word  and  (iTes  Ita  deflnltlon. 
itor  la  required  to  write  only  the  word  and  not  its  deflnitlon. 

A.  long,  round  body.  Promuaarti;  Containing  a  promise;  aa.  a  promiasorir  note.  SmmUal: 
-  indispeneable.  DiecentSiU:  Apparent  or  vMble.  Opponaniif/:  AHtorooDTenlenttiine. 
ilaeortrlcky.  B^ereaee:  Reepeetorreganl.  /lUCrAon:  TheactalplaclDKln;as,UielnBec- 
idvertiaement.  I\u:iilU^:  To  make  easy;  as,  to  lAcUilate  buatnesa.  BeAeneclads:  A  clt; 
id  BlaW«.  A^faeent:  Lying  near  or  bordering  on.  Souvaiir:  A  token  ol  remembrance. 
Yielding  or  giving  up;  aa,  conceding  a  point.  Lintagt:  Line  of  deicent  or  anceatry;  as.  ol 
;e.    Deiaerioai;  Harmful  or  injnriouB;  >■,  deleterioug  to  health.    BoricontiU:  Od  a  level. 

An  eatale  inherited  from  one's  father.  Cerli)Uxite:  A  written  testlDiony:  as.  a  marriage 
Eaervotr:  A  place  of  Btoraffe;  as.  a  water  teaerrolt.    PrirHege;  A  light:  aa,  the  privilege 

^abJect-'Arltlunetio.— In  »l>ing  problems  the  proceaies  should  be  not  merely  indicated, 

Agurea  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
youia  be  indicated  liy  writing  "Ana,"  after  it. 

question  comprises  a  test  In  adding  nunkben  cnnawlse  and  tengthwiae.  There  are  usnally 
mna  of  about  twelve  numbers  each  to  be  added.  Z.  Divide  4TA  by  7],  multiply  the  quo- 
.  and  lo  the  product  add  0.0907  of  214.6.  3.  A  father  invested  a  sufficient  sum  of  money  in 
«VUE/eat971,  brokerage  1  percent,  lo  give  hlason  an  annual  income  of  (1,300.  Whatwu 
ivesledl  4.  The  appropriation  lor  the  Civil  Service  Commission  for  the  flscal  year  ended 
897.  was  t98.S40.  During  that  year  BD.OOO  peiwns  were  examined.  If  34  per  cent  of  this 
ailed  to  pass,  and  17)  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
.e  QoTemment  ol  each  appointment*  S.  On  April  l,  1904.  Amos  Ward  owed  Graves  &  Coon 
iccotmt.  April  4.  he  sold  them  OS  barrels  potatoes  at  12.75 per  barrel.  April  fi.  he  gave  them 
>on  Ban  Francisco  for  Il,8fl0,  which  they  accepted  at  I  per  cent  discount,  April ».  they  sold 
busbelscom  at  SSi  cents  per  bushel,  April  16,  theybought  of  him  2.960  leet  Inmber  at  11.25 
red  feet.  April  19.  they  sold  him  34i  dozen  chain  at  90  cents  each.  April  21,  Ward  bought 
..MO  eggs  at  14  cents  per  doien,  AprUZS,  hegave  thenianotelorW.aMdueineOdays.  April 
Dght  at  them  2,980  pouQds  hay  at  (15  a  ion.  Make  an  itemised  statement  Ol  the  above 
isitihooldappeer  taken  from  the  books  of  Ward;  makeaproper  heading;  close  the  account, 
g  down  the  balance  as  It  should  have  appeared  May  1.  1904. 

Subject— Fenmanshlp.— The  ratlQg  on  penmanship  will  be  determined  by  legibility, 
neitnesti  and  general  appearanoe,  and  by  correctnesa  and  uniformity  in  the  formation  of 
ttleis,  and  punctuation  marks,  in  the  exercise  ol  the  fourth  subject— letter  writing.  No  pai- 
(yle  ol  penmanihlp  is  preferred, 

h  Bnhleet— Latter  Wilting.— The  conpetllflr  is  permitted  to  write  on  either  oneof  Iwosub- 
BD.  Tbelollowing  subject  has  been  used:  Write  a  letter  of  not  less  than  IGO  words,  giving 
ITS  uto  the  advantages  and  diaadvantagea  of  emidoyment  In  the  departmental  aerrlDe  in 

leidseitdcdgned  lo  test  the  competitor's  knowledge  of  simple  English  composition  and  his 
InWlIlgcace.  Id  rating  the  letter,  its  erron  in  form  and  address,  in  spelling,  capitalisation, 
tUoD,  iTatai.  and  style,  uid  Its  tieatmeni  of  the  subject,  are  considered. 
Bal||e«t-CoRvenl<Hi  vf  Oorrenoy.— The  competitor  la  required  to  eilend  the  entries  so 
ow  in  foreign  moQey  and  In  United  States  money  the  total  coat  ol  eB«h  item  and  the  total 
t  In  United  Slaus  money.    The  work  is  to  be  done  on  scratch  paper  and  neei?  not  be  ahown 


No.  1.      (FkINCH  INTOICI.) 

French 

United  SUMS 
monej. 

■l2dMen-lgioi..l 

Franc. 

Dolls.    1  Cto. 

[1  iii»rk=lil.m"*ron^?B«it«,l 

^S? 

United  StatM 
money. 

MarkB. 

Dolls. 

Cts. 

or  Spaolsb  CDrrencr 


This  test  comprises  conveislon  of  English  and  either  French.  Oennan.  It 
to  United  Slates  cmToncr. 

Kxth  8nb)«it— G«oKTmphy.-~N.  B. — Competilors  are  cautioned  not 
of  the  questions  In  their  ansners,  as  no  credit  will  be  given  for  addition 

1.  Name  Blales  as  follows:  Two  that  border  on  the  Colombia  Klver;  two  that  border  on  both  the 
Hlssotirl  and  MiniBBlppl  rivers;  two  that  border  on  both  Vir^nlsi  and  the  Ohio  Hlver;  two  that  bor- 
der on  New  Jersey;  two  that  border  on  the  Savannab  River,  a.  In  what  Btale  ts  esch  oF  the  tollow- 
ing  named:  Penobscot  Bay ,  Corpns  Christ!  Bay,  Puget Sound,  I^rl  River,  Oneida  Lake.  3.  Name, 
the  largest  dty  Id  each  of  the  following-named  States,  and  name  the  river  or  body  of  wat^r  on  which 
each  city  required  is  situated:  Conncctlcnt,  Hfsslstippi,  Nebraska,  Uinoeeota,  Ohio.  4.  In  what 
Bt&te  is  each  ol  the  lolloiiriiig-named  prominent  cities  located:  Racine,  Bangor,  Allegheny,  Charlottci 
Cairo,  Los  Angeles,  ShreyeporC.  Pargo.  Evansvllle.  Ogdensburg,  S.  In  what  foreign  coontry.  colony,  ~ 
or  poeaeseion  Is  each  of  the  following-named  prominent  cities:  Bremen,  Buenos  Ayres,  Yokohama, 
Cape  Town,  Havre.  Melbourne.  Adrlanople,  Ottawa,  Teheran,  Panama. 

3ECOND-OBADB  EXAMINATION. 

1.  Spelling:  Twenty  words  of  average  difficulty  in  common  uae.  2.  ABrTHHsnc: 
Embraces  addition,  subtraction,  multiplication,  and  divieion  of  whole  Dumbere,  und  ' 
common  and  decimal  fractions.  3.  Lettbr  writing:  Test  in  the  nee  of  the  Bngliah 
lanftuive  for  bueinesa  correspondence.  4.  Penmanship:  Marked  on  l^bilitj',  rapid- 
ity, neatness,  and  general  appearance.  B,  CoPTiNG  FEOH  PLAIN  copy:  An  exact  copy 
of  a  few  printed  lines,  in  competitor's  handwritii^.  6.  Ueoobaphy:  Question h  relat- 
ing to  the  boundaries  of  States,  and  tA  capitals,  largest  cities,  rivers  and  other  bodies 
of  water,  and  the  location  by  Statee  of  prominent  cities. 

The  following  questions  and  t«8te  which  have  been  used  indicat*  the  general 
character  of  these  subjects: 

VlrMSabJeot—SpeUUiK-— Spelling  Is  dictated  by  tbe  examiner.  The  words  are  written  by  the 
oompetltoi  in  the  blank  spaces  Indicated  on  the  Snt  sheet  of  the  examination.  All  words  shonid  be 
commenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  its  deflDltion.  The 
competitor  is  required  to  write  only  the  word  and  not  Its  deBnltlon.' 

Opportenl:  Cue  who  opposea;  as.apolitlcalopponent.  Pruutml.-  Tbe  Chief  KiecnCve  of  tbe  fnlted 
States,  Clnt4U«ri>r.' One  who  conquers.  WltOtaome;  HealthloliBs.wholesomeIood.  .,4cMeve.- Togain; 
as,  to  achieve  success.  jyaagtiB:  Qnlct  or  peaceful.  Detacli:  To  separate  or  remove;  as,  to  detach  a 
leaf  from  a  book.  £ipeiu<i«:  Very  coatly.  I^mmim:  Death;a8,  aperson'sdeoease.  WoMceobfe.- Worthy 
of  notice;  as,  a  noticeable  occasion.  Satpielimi:  Exciting  auspicion;  as,  a  eospictous  circumstance. 
Terraa:  A  raised  bank  of  earth.  Rapping:  Makinganomberof  quick  blows.  I/mguagt:  Thespeech 
ol  a  people:  a«.  the  English  langnage.  SeheduU:  A  llstor  Inventory;  as,  a  acliedule  of  price*.  Tging: 
Binding  or  fastening  with  a  cord.  VMl^ar:  Low  or  mean.  Ontrte:  A  way  or  track;  as,  a  race  course. 
Salary:  A  slated  allowance  paid  for  services.    Chicago:  A  city  In  the  United  States. 

Seoond  8ah)ect— Arlthmetlo.-^In  Bolvlng  problems  the  piocesaas  alwald  be  not  merel;  Indi- 
cated, but  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.  The  answer 
to  each  problem  shoald  be  indicated  by  writing  "Ans."  after  it. 

1.  Add  tlie  following,  and  from  the  sum  subtract  M,S86,Mft  (hare  Will  be  given  a  short  column  of 
agnres),  Z.  Multiply  TjV  by  M.3,  and  divide  the  product  by  1.92.  Solve  by  decimals.  3.  A  carrier 
[First  Dial.] 


nort  4»  IMten  or  XI  paven  In  >  mlDQlc.  At  thli  nie,  bow  manj  boon  will  It  lake  hi 
:3.6»lettanmiidl8S|»QDiIiDf  papen,ftTeia«liiS7iNiperaioU>epi>iiiidT  4.  AIMwhlcbii 
ride  and  150  feet  loo^  (old  for  18.317  JiD,  whlcb  wu  ane-faaith  Bum  than  It  coat.  What  wa 
>er  aqoaXG  lootT  S.  In  a  certain  mall  there  are  IM  ponndi  14  ouncea  of  iiewq«pen  velgbli 
tte<4S  pApers  to  ererr  T  onncea.    Howmanypttpan  are  there  In  tbemailT    Monncea^I  pa 

Ird  Battfeet— I.Mtflr  WriUns The  competitor  ti  permitted  lowrlleoo  elthariMieal  two 

Btven.    The  following  rabjcct  hai  been  used: 

ite  s  letter  ol  Dot  lea  than  125  word*,  glring  yota  Tlews  u  ic  tlie  adTaaugta  derived  from 
c  librsjiea  in  the  principal  dtiee  of  fonr  State-  Thli  eierclae  Is  designed  chiefly  to  (eai 
«tllor'8  BkUl  In  simple  Bngllah  coQipoalUon.  In  rating  the  letter,  Its  erron  In  fonn  and  adc 
Blllns,  capltallntiaD.pnnctiiatiOTi.irntai,  and  atfle,  and  its  adherence  to  the  nibject.  wi 

arOt  Snl^eet— Paunanabip.— The  racing  on  penmanihip  will  be  delennlned  b]'  l«8lb 
Ity,  neatneiB,  and  general  appearanoe.  and  bj  coiTectn«flB  and  uniformity  in  the  formatii 
s.  letters,  and  ponctostlon  marlu  in  the  eierclae  of  the  nibJect  of  copying  from  plain  < 
irticQlAT  vtyle  of  penmaiuhip  Ia  preferred. 

th  Sialijeet— Copying  from  PIbIb  f^opy.— N.  B.— Faragntpb,  veil,  capitalize,  and  pone) 
-lely  aa  In  copy.    All  omlgaianB  and  mlstakea  will  be  laktm  Into  consideration  In  rating 

ke  an  exact  written  eopy  ^  Uit/olloteing: 

recommendation  of  an  applicant,  competitor,  or  eligible  InTolilng  any  dlscloeuie  of  hla  [ 
>r  relfgions  ofdnlona  or  aflUiation  Bliall  be  receired.  Sled,  or  cotuddered  by  the  Commlwio] 
xiard  of  eiaminen,  or  by  any  nominating  or  appointing  officer.  In  making  remorala  ot  re 
,  or  In  Impodng  puniibment  for  dellnqoency  or  miseondnct,  penalties  like  In  character  aha 
iGed  for  like  oSensea,  and  action  Iberenpon  sball  be  taken  Irreapeclive  of  tlie  polilical  or 
9  opinions  or  alBllstlons  of  the  olfenden.  A  person  holding  a  position  on  the  date  aald  pas 
udSed  tinder  the  GivU-serrice  act  shall  be  endtled  to  all  the  tights  and  beneflls  possessed  by 
of  tbe  same  class  or  grade  appointed  npon  examination  nnder  the  provlstona  ot  said  act. 
rth  Saltfeot— Geogmphy.— Qnestions  are  similar  to  those  shown  under  Brst  grade,  except 
nesUons  relating  to  foreign  cities  are  Incinded. 

iventli  SnltleGt— Reading  Addresses  (Postal).— This  exercise  ooDSlslB  of  the  reading 
iberot  wrttlen  addretaes,  which  are  pholollthographed  on  one  sheet.  A  second  sheet  is 
led,  wlilch  contains  the  same  addresses,  these  addrenes  being  printed  and  containing  eno 
BsiOD.  substltatlon.  or  insertion.    The  competitor  is  leqoired  to  indicate  (he  em>n  in  each  pri 

resB  by  anderscoring  with  a  pencil,  thos. .  any  portion  o(  a  pdnted  addien  which  Is  i 

ect  copy  ot  the  written  address,  and  by  a  caret,  thus,  A.  <tny  omitted  words,  figiires,  or  inll 
-ds  abbreyiated  In  the  written  addres.  bat  printed  in  full  In  the  printed  address,  are  regards 
-ect.  If  the  correct  words  are  printed.  Differences  In  punctuation  or  capitalliatlon  are  not  rega 
rroiB.  The  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  onl; 
he  fallowing  are  mmtratlooe  of  the  method  which  should  be  pnrsaed  In  indicating  erron: 

WRITTEK  ADDRESS— CORRECT, 

PRINTKD  ADDRBSa— WITB  BRR0R8  NOTED. 

Theodore  M.  Martin,  Foreman  a  Water  Worb, 

High  Road.  Orand  Forks,  North  Dakota. 
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WRITTEN  ADDRESS— CORRECT. 


PEINTKD  ADPRB8S-WITH  ERRORS  NOTED. 

HBjor  A  A.  T.  Cluuidler. 

Fort  Thomiwoa,  Alden  County,  Alabama. 

THIRD- G BADS  EXAMINATION. 

1.  Spblling:  Twenty  eimple  words  in  oidinary  use.  2.  ARnBHRiic:  Embracee 
additioD,  aDbtractioD,  multiplication,  and  division  of  whole  nnmbeis  and  of  United 
States  money.  3.  Lbttbs  WRmNa:  Teet  in  the  use  of  the  English  language  for 
buaineea  correspondence.  4.  Pbnuahship:  Marked  onle^bility,  rapidity,  neatness, 
and  general  appearance.  5.  Copyino  from  plain  copy:  An  exact  copy  of  a  few 
printed  lines,  in  competitor's  liandwriling. 

The  following  questions  and  tests  which  have  been  used  indicate  the  general 
character  of  these  subjects: 

First  Satjeot—Spelllns.— Spelling  Is  dictated  by  the  examiner.  The  vonle  are  written  by  tha 
Dompetlloi  Id  ttae  blaDk  spacea  indicated  dq  the  first  alieet  of  tlie  eiamliiBtiOD.  All  wordB  should  be 
commenced  with  capital  letten.  The  examiner  pronouncea  ea«h  word  and  gives  lis  definition.  The 
competllot  Is  required  to  write  only  the  word  and  not  ita  deHnlllon. 

Sugar:  A  aweet  Bubelance  made  from  the  juice  of  the  sugar  cane.  Hedtje:  Something  given  as 
security.  Cathia-.  One  who  haa  charge  of  money  in  a  bank.  Figutu  A  mark  representing  a  num- 
ber. COTTying:  Conreyliig  or  transporting  in  any  vay.  Breadth:  The  measure  from  dde  to  Bide. 
ShtO:  The  amount  of  paper  made  in  one  body  or  piece;  aa,  ■  sheet  Of  paper,  EatUy:  In  an  eaayman- 
ner.  RvjMtr:  The  border  or  iimila  of  a  country.  PattBUX:  The  atate  or  qnallty  of  being  patient. 
Ouat:  The  act  of  gueaalng;  as,  to  guess  at  one's  weight,  TAretU;  The  act  of  threatening;  aa.  to  make 
a  threat.  Dianumd:  A  precious  gem.  Vitit:  To  go  to  see;  an,  to  visit  a  friend.  EepaiT:  To  mend  or 
make  over:  aa,  to  repair  clothes.  People:  The  body  o[  persons  compodng  a  nation;  oa,  the  American 
people,  SeqMiTt:  To  be  In  need  ot;  as,  to  require  money.  Oteate:  Soft  animal  fat.  jimwer:  To 
reply  to:  as,  to  answer  a  letter.    ExUL  To  live;  as,  to  exlat  in  poverty. 

Seoond  Bnl^eDt— ArllluQetli).— In  solving  problems  tbe  proceasea  should  be  not  merely  Indi- 
cated, but  all  the  figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to 
each  problem  should  be  indicated  by  writing  "Ans."  after  it. 

1.  [This  question  will  consist  of  ■  short  column  of  figures  to  be  added.)  3.  Divide  2.WB,ABS  by 
4,732.  8.  Unltlply  8,SIS  by  «»,  and  then  subtract Ve,TM,  4.  A  merchant,  wbospent)22&.  boughtffi 
pouodsof  butter  at  SO  cents  per  pound,  84  Iwrrels  of  apples  atS2.3Sper  barrel,  and  spent  thsremalndet 
for  coHee.  How  much  did  he  spend  for  coSee?  S.  During  the  month  of  August  4SO,00I)  bushels  ol 
wheat  were  ahippcd  from  a  certain  port.  During  September  e7,«B0  more  bushels  were  shipped  than 
during  August,    What  waa  the  total  numljer  ol  bushels  shipped  in  the  two  months? 

Third  8ul4ect~^I.etter  Writing.— The  competitor  la  permitted  to  write  on  either  one  of  two  aub- 
Jeeta  given.    The  lollowing  subject  has  been  used: 

Write  a  letter  conl»lning  not  less  than  100  words  slating  some  of  the  advantages  now  derived  by 
mankind  from  the  art  oi  printing.  This  eieielse  is  designed  ebleSy  to  test  the  oompeUtor's  skill  in 
simple  Engllah  composition.  In  rating  the  letter  its  errors  in  form  and  addtees.  In  spelling,  capitali- 
sation, punctoatlon,  syntax,  and  style,  and  its  adherence  to  the  subject  will  t>e  considered, 

Foortli  8ali]eitt--PeDiiiaDBhip.— The  rating  on  penmanship  will  be  determined  by  lesibiiitj', 
rapidity,  neatness,  and  geneisi  appearance,  and  by  correctness  and  uniformity  In  the  lormatlon  of 
words,  letters,  and  punctuaOon  marks  in  the  eiereise  of  the  HIth  subject— copying  from  plain  copy. 
No  particular  style  of  penmanship  is  preierred. 

Fifth  SnttJect— Copying  from  Plain  Copy. — N.  B.— Paragraph,  spell,  capitallie,  and  punctuate 
precisely  as-  in  the  copy.   All  omissions  and  mistakes  will  be  taken  into  considenttlOD  in  rating  thli 


sub)eei 


IPirst  Dlat-l 


,Goo' 


glc 


15 

rttten  eojps  nftbe  foUovdng: 

ital  policy  la  to  carry  newepapen  in  some  <MKa  free,  aad  in  nil  oUier  cases  at  mnch 
itAK'^  tban  Is  chaiged  lor  U-tlers;  tbe  one  being  for  the  public  weal,  wblle  the  other 
leflt.  If  the  telegraph  becomes  a  part  of  the  service  it  will  still  be  the  duty  of  the 
aaamlt  teleeraaiB  for  the  press  at  macb  loner  lates  than  for  private  Indiijduals. 

TX^I^STE  OF  THE  BUJLE8  FOB  RATING  EXAMINATION 
— T»OST-OPFICE,  CrSTOM-HOtrSE,  AND  INTBRNAL- 
TE   SERVICE. 

practicable  after  an  examiDation  the  papers  of  the  competitors  aie  rated 
age  percentage  of  each  ascertained,  and  competitors  notified  whether 
iail.      The  following  is  a  brief  outline  of  the  rules  for  rating: 

FcomHtt 
deduct— 

or  in  spelling  when  the  exercise  conslsls  ol  20  words 5 

or  in  capitalization 1 

lure  to  use  or  lor  each  nroQg  use  ol  tbe  hyphen  and  for  each  Improper  division  of 
■a  a  compound  word  when  required  to  be  written  solid 2 


deduct— 
rung  process,  producJDK  incorrect  result.  In  proportion  to  the  number  of  steps 

and  gravity  of  error 10  to  100 

1  error  and  tor  each  evasion  of  a  decimal  or  common  fraction  lest 25 

■rur  In  computation  or  in  copying  from  the  printed  question  or  from  work 10 

errors,  such  as  wrong  Indication  of  a  correct  procea.  Incorrect  or  InoonaisteDt 
fou,  improper  use  of  symbols  of  desiguation,  improper  or  Incorrect  designation 

lal  or  final  result,  etc 6  to  10 

'  to  show  work  as  required  in  solution  of  problems ZGloTS 


he  letter  its  errors  in  form  and  addrera.  in  spelling,  capitalisation,  punctuation,  syntax, 
id  its  adbetence  (o  and  treatment  of  the  subject  given,  are  conildeFed,  and  its  value,  in 
it  of  the  examiners,  determined  on  a  scale  of  100. 

slog  tbe  ma.rk  for  letter  writing  it  Is  proper  for  the  examiner  to  be  guided  in  a  general 
following  sQheme:  Excellent,  95  to  90:  good,  90  to  80;  fair,  SO  to  JO;  ordinary,  70  to  60: 
p;  very  poor  60  to 25;  practically  worthless,  26  too. 


blplaratedaccordlngtolts  value  on  a  scale  of  100.  In  determining  tbe  ratirtg.  leglblllt;, 
Hltne8^  and  general  appearance,  as  well  as  coTrectness  and  nnlformity  In  tbe  formatloD 
:tters,  and  punctuation  marks,  are  considered,  and  it  la  proper  for  exunlnera  to  t>e  guided 
al  way  by  the  following  scheme:  Bxcellenl.  90  to  g&:  very  good,  8&  to  80;  good,  80  to  TB; 
5  to  TO;  poor,  70  to  66;  very  poor,  05  to  60;  below  tbe  grade  Of  "  very  pooTi"  00  to  ID, 


deduct— 

b  woid  or  figure  omitted,  repealed,  substituted,  or  linproperly  inserted 6 

b  error  In  ipelllag,  for  each  transposition,  for  each  abbreviation  not  In  tbe  copy,  lor 
[ailure  to  capitalize  according  to  copy,  fur  each  failure  (o  punctuate  according  to  copy, 
1^  failure  to  hident  margin  as  in  copy,  for  each  error  In  paragrapblag,  and  (or  Inegn- 

in  left-hand  margin. 6 

h  mladlvlilon  of  a  word  at  the  end  of  a  line,  (or  each  omlsdon  or  Improper  use  of  the 
en  in  dividing  a  word  at  the  end  o[  a  line,  tor  eaeh  word  altered,  Interlined,  or  can- 

,  forachbiot  or  minor  eisiiure.  If  not  neat 1 

J  other  devlaUon  from  copy  not  covered  br  the  foregoing,  charges  are  made  in  the 
Etien  of  the  eumlnen. 


St  DM.] 
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IniMtlngthiiaabJecteaah  umrer  la  laled  Id  the  Judgment  of  tbe  exuninen  ■oootdlnK  lo  its  ralne 

on  a,  Boale  or  100. 

When  the  qaesUon  reqniree  In  the  uuwer  a  apedfled  number  of  Slatee.  <wunlriei.  Cities,  riven,  or 
hodlesof  wslan.etc.,and  Cbe  uiawer  contains  a  giealer  amnber  than  Is  nqnlied  by  the  queitlon,  no 
eradlt  ihall  be  given  for  the  anewec  It  anr  part  or  point  is  incorrect,  thua  nnderinc  the  aurwtx 


The  rating  on  tbi>  subject  Is  For  accuiBcr  only.  A  charge  ol  2  Is  nude  for  each  error  oi  omlssloa  In 
noting  the  emm  on  the  printed  sheet  when  compered  with  the  cortect  written  addmees  given 
The  dlffeience  between  the  sum  of  the  errors  thos  found  and  100  is  Che  rating  on  this  subject. 


Tor  each  error  In  the  result  of  any  Item 10 

A  credit  ol  70  will  be  given  If  the  examlDetlon  is  completed  In  themailmnm  time  of  Qvehoun 
allowed.  For  each  Interval  of  five  minutes  leas  than  themailmnm  lime  a  credit  of  1  In  addition  to 
70  will  be  given.  For  completing  the  examination  In  two  and  one-half  houra  or  less  the  maximum 
rating  ol  100  will  be  given.  No  credit  will  be  given  for  time  nnleae  the  average  percentage  on  the 
remain  lug  subjeeta  is  at  least  10. 

By  order  of  the  CommiBsion. 

John  C.  Black,  Praident. 

t First  Diet.) 
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POST-OFFICE  SERVICE. 

Application  Form  I37I. 

Age  limits,  18  to  45  years.  The  ^e  limits  are  waived,  however,  in  tlie  cases  of 
pereone  honorably  discharged  from  the  military  or  naval  servii*  by  reason  of  dimfnlHy 
reanlting  from  wounds  or  sickness  incurred  in  the  line  of  duty. 

Married  women  will  not  be  examined  for  the  Post-Office  Service.  This  prohibition, 
however,  does  not  apply  to  women  whoaredivorcedor  those  whoare  separated  from 
their  husbands  and  support  themselves. 

Applicants  for  the  Poet-Office  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Offlce  Service; 
Hunchbacks;  persons  having  defective  hearing,  eight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persons,  or  those  having  crippled 
armsor  lege,  and  those  suffering  from  asthma  or  hernia.  Applications  from  persons 
who  baveany  of  the  physical  defecla  mentioned  will  be  canceled  unlen  guch  pentms 
■were  honorably  discharged  from  the  miiUary  or  naval  aemice  by  reason  of  disability  iwuiCinfl 
from  wounds  or  giehiess  incurred  in  the  Hne  of  duly.  (See  par^mph  (c),  page  1,  for 
physical  defects  which  will  debar  persons  from  any  examination. ) 

Male  applicants  must  measure  not  less  than  B  feet  4  inches  in  height  in  bare  feet, 
Aud  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  ie  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  p^es  S,  10,  11,  and  12. 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in 
their  applications,  indicating  the  length  of  time  they  have  served,  as  additional  credit 
of  1  per  cent  will  be  allowed  for  ea«h  year's  service  as  rural  carrier,  not  to  exceed 
five  years,  the  total  average  percentage  not  to  exceed  100  per  cent. 

Examinations  for  the  following  offices  will  be  held  on  the  first  Wednesday  or 
Saturday  after  the  16th  of  November  of  each  year,  as  indicated; 

■  Asheville,  N.  C.  ( Wed. )         Hageretown,  Md.  (Wed. )      Richmond,  Va.  ( Wed.) 

Baltimore,  Md.  (Wed, )  Huntington,  W.  Va.  (Sat )    Roanoke,  Va.  { Wed. ) 

Charleston,  W.Va.  (Sat.)      Lynchburg,  Va.  (Sat)  Washington,  D.  C.     (See 

Charlotte,  N.C.  (Wed.)         Newport  News, Va.(Wed.)       below.) 

Clarksburg,  W.Va.  (Wed.)    Norfolk,  Va.  (Wed.)  Wheeling,  W.  Va.  (Wed.) 

Cumberland,  Md.  (Wed.)     Parkeraburg.W.  Va.(Wed.)    Wilmington,  N.C.  (Wed.) 

Danville,  Va.  (Sat)  Petersburg,  Va.  ( Wed. )  Winston  -  Salem,     N.    C. 

Fairmont,  W.  Va.  (Sat)        Portsmouth,  Va.  (Sat)  (Sat) 

Greensboro,  N.  C.  { Sat )  Raleigh,  N .  C.  ( Wed. ) 
Blank  forms  of  application  may  be  obtained  at  any  time  either  from  the  "Secretary, 
Fourth  Civil  Service  District,  Civil  Service  Commission,  Washington,  D.  C.,"orfroin 
the  local  secretary  at  the  office  where  appointment  is  desired.  Applications  should 
be  properly  executed  and  filed  with  the  district  secretary  at  Washington,  B.C.,  not 
iota- than  4.S0  p.  m.  on  the  thirdMonday  in  OcMber.  Applications  received  after  the 
time  specified  will  be  filed  for  the  next  subsequent  examination. 

Examinations  for  the  lyagftiTiptoii,  D.  C. ,  poslwjffice  will  be  held  on  the  first  Wednes- 
day after  the  15th  of  November  of  each  year.  Application  blanks  may  be  obtained 
from  the  "Secretary,  Fourth  Civil  Service  District,  Civil  Service  Commission,  Wash- 
ington, D. C,"  with  whom  applications  moat  be  Sled nollaier  than 4.S0 p.  m,  on  the 
Jirst  Wednesday  in  November.  Applications  received  after  the  time  specified  will  be 
filed  for  the  next  subsequent  examination. 

For  the  following  offices  the  names  of  nwle  eligibles  will  be  entered  on  only 
one  register—namely,  the  clerk  or  thecarrier  register — and  male  applicants  for  those 
offices  must  iTidicaie  in  thrir  applications  whether  they  dedre  the  position  of  derk  or 

Baltimore,  Md.  Eicbmond,  Va.  Wheeling,  W.  Va. 

Norfolk,  Va.  Washington,  D.C. 
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fit  for  a,  change  in  the  designatioD  of  the  position  deui«d  by  an  applicant 
lade  in  writing  and  received  by  the  district  secretary  oa  or  before  tlie  date 
tminationi  otherwise  no  change  will  be  made. 

me  of  each  male  eligible  for  any  post-office  not  mentioned  in  the  preceding 
a  'will  be  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
be  certified  in  its  order  to  vacancies  occurring  in  the  position  of  either  male 
lariler,  ^vithout  r^ard  to  any  choice  oE  position  expressed  by  the  eli^ble  In 
.cation.  Male  eligibles  will  be  entitled  to  three  considerations  from  the 
rk  register  and  three  considerations  from  the  carrier  register.     Failure  ot 

from  one  register  or  declination  of  appointment  when  selected  will  not  affect 
ble's  standing  on  the  other  register.  Appointment  from  either  register  will 
the  eligible's  name  from  both  registers. 

1  PoBt-Office  Service  appointments  are  made  usually  to  the  position  of  Bubsti- 
■k  or  substitute  carrier.  Subatitutee  are  promoted  in  the  order  of  their  or^ 
■ointment  to  the  first  vacancies  occurring  in  r^iuiar  positions. 
s  in  offices  of  the  first  and  second  class  and  carriera  in  the  city  delivery  serv- 
.iivided  into  sis  grades,  aa  follows:  First  grade,  salary  $000;  second  grade,  sal- 
O;  third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary 

sixth  grade,  salary  $1,200.  Clerks  and  carriers  at  first-lass  offices  will  be 
ed  successively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices 

promoted  succeeaively  to  the  fourth  grade. 

promotions  of  both  clerks  and  carriere  will  be  made  at  the  beginning  of  the 
r  following  the  expiration  of  the  year'sservice  in  the  next  loner  grade.  Nopro- 
iwill  be  made  except  upon  evidence  satisfactory  to  the  Fost-Oflice  Department 
efficiency  and  ftuthfulness  of  the  employee  during  the  preceding  year.  When 
:  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may  be  pro- 

at  the  beginning  of  the  second  quarter  thereafter,  or  of  any  sabseqoent  qnar- 
1  evidence  that  his  record  has  been  satisfactory  during  the  intervening  period. 
)  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eligible  for  pro- 
n  to  the  higher  positions  in  said  post-offices. 

f  clerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligl- 
I  transfer  to  the  service  of  a  clerk. 
xiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hoar. 

auxiliary  employees,  however,  are  required  to  work  not  lees  than  two  honra 

,  and  may  serve  as  substitutes.    They  are  eligible  for  appointment  as  clerks  and 

3TS  of  the  first  grade. 

bstitutes  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 

carrier,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 

:8  and  carriers  of  the  first  grade. 

[amiuadona  for  the  following  offices  will  be  held  only  when  eligibles  are  needed 

:  announcement  of  which  will  be  made),  and  application  blanks  will  not  be 

D  out  until  the  examinations  are  announced: 

Alexandria,  Va.  Frederick,  Md. 

Annapolis,  Md.  Fi-edericksburg,  Va. 

Bedford  (Sty,  Va.  Goldsboro,  N.  0. 

Bloefield,  W.  Va.  Grafton,  W.  Va. 

Cambridge,  Md.  Hampton,  Va. 

CliarlesTown,  W.  Va.        HarriBonbui?;,  Va. 

Charlotlesville,  Va.  Henderson,  N.  0. 

Clifton  Forge,  Va.  Hickory,  N.  C. 

Concord,  N.  C.  Highpoint,  N,  0. 

Dorham,  N,  C.  Keyser,  W.  Va. 

Easton,  Md.  Kinston,  N.  C. 

Elizabeth  Citjr,  N.  0.  Lexington,  Va. 

Elkine,  W.  Vs.  Manchester,  Va. 

Fannyille,  Va.  Mannington,  W.  Va. 

Fayetterille,  N.  C.  Martinsburg,  W.  Va. 


MorgantoVn,  W.  Va. 
Moundsville,  W.  Va. 
Newbem,  N.  C. 
Rocky  Mount,  TS.  0. 
Salisbury,  Md. 
Salisbury,  N.  C. 
Sistersville,  W.  Va. 
Stateaville,  N.  C. 
Staunton,  Va. 
Suffolk,  Va 
Washington,  H.  0. 
WellBburg,  W.  Va. 
Westminster,  Md. 
Wilson,  N.C. 
Winchester,  Va. 
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CUSTOM-HOUSB  SERVICE. 

Candidates  for  appointments  in  tlie  customs  service  xauet  be  not 
more  than  55  years  of  age,  ot  suitable  physical  condition,  and  m 
If  otherwise  duly  qualified,  the  limitation  as  to  age  will  not  apply 
charged  United  States  soldiers  or  sailors. 

There  are  three  grades  of  examinations  given  for  [Kisitioiis  iti  I 
service.    For  description  of  examinations  see  pages  8  to  Vi. 

The  first-grade  examination  is  given  for  the  positions  of  clerk,  da 
keeper,  and  deputy  officer,  but  not  for  I'liiet  or  special  deputy  < 
custom-houses.     Application  Form  1371. 

The  second-grade  examination  is  given  for  Ihe  positions  of  a:'eii 
sampler.     Application  Form  1371. 

Thethird-gradeexauiination  is  given  forlhepositionwof  attendant, 
foreman,  inspectrefs,  messenger,  and  night  inspector.     Applicatior 

The  examination  for  opener  and  packer  will  coi:sist  of  the  thii 
with  a  weight  of  10  per  cent,  in  addition  lo  ratings  on  experieuci 
workman,  60  per  cent,  and  physical  condition,  30  per  cent.  Speci 
given  for  experience  in  opening  and  pa^'king  general  merchand' 
Form  109.1. 

The  examination  for  boatman  will  consist  of  a  noneducational  I 
educational  qualifieationa  are  desired.  When  these  qualifications 
examination  will  consist  of  the  subjects  of  the  third-grade  examinat 
of  20  per  cent,  in  addition  to  the  rating  on  age,  15  per  i^nt;  experii 
and  physical  condition,  25  per  cent.  When  no  educational  (|oalifi(i 
the  examination  wilt  ccmsist  of  the  subjects  of  age,  experience,  am 
tion.  When  a  noneiluitational  examination  is  given,  applicants  ai 
appear  at  any  place  fur  examination.    Application  Form  1093. 

Applicants  may  ascertain  what  positions  exist  in  any  custom-hou 
to  the  local  secretary  at  such  custom-house,  orto  the  district  secrets 

An  applicant  should  in<licate  i[i  his  application  the  kind  of  exan 
he  desires  to  compete — i.  e.,  first,  second,  or  third  grade— as  name 
upon  registers  according  to  grade  of  examination  taken. 

Poeitiona  are  filled  by  selection  from  the  raster  for  the  grade  in  n 
exists. 

Applicants  for  the  third-graiie  examination,  which  is  given  fo 
classified  laborer,  etc.,  may,  upon  their  request,  take  the  strength  ti 
to  applicants  for  mere  unskilled  laborer,  and  which  consists  of  lifti 
ing  125  pounds  weight.     If  they  pass  the  strength  test  in  addition  1 
examination,  sqch  factshallbenotedou  the  register  as  in  the  nature 
If  the  appointing  officer  shall  request  certification  from  the  third-grade  re^ster  of 
those  persons  physically  qualified  for  the  dlschar^  of  the  manual  labor  connected 
with  the  position  of  classified  lal)orer,  certification  will  be  made  from  those  standing 
highest  in  the  educationikl  examination  who  have  also  pa.-4sed   the  strength  test. 
Applicants  who  desire  to  undergo  the  strength  test  will  be  informed  by  the  district 
secretary  when  and  where  to  report  for  tlie  test. 

No  application  will  be  received  tor  more  than  one  grade  of  examination  to  be  held 
on  the  same  date  or  during  the  same  series. 

For  cnatom-houses  where  tliere  are  two  or  more  appointing  oftiuers  an  eligible  from 
any  one  examination  will  be  entitled  during  period  of  eligibility  to  three  considera- 
tions forappointment  by  each  appointing  officer,  unless  sooner  selected;  but  for  other 
custom-houses  an  eligible  will  be  entitled  to  only  three  considerations. 

Examinations  for  the  Baltimore,  Md.,  and  Newport  News,  Va.,  custom-houses 
will  be  held  rin  the  sei^ond  Monday  in  May  of  each  year.     Application  blanks  may 
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from  the  Local  Civil  Service  Buarda  in  Baltimore  and  Newport  News  or 
cretary.  Fourth  Civil  Service  Diatriet,  Washington,  D.  C.,  between  Jan- 

the  second  Monday  in  April  of  each  year.  Applications  may  be  filed 
en  January  1  and  the  cloee  of  business  on  the  second  Monday  in  April 
iBtrict  secretary  at  Washington,  D.  0. 

itioDS  for  cuBtcm-hauBeB  at  the  following  places  will  be  held  only  when 
re  needed  (due  announcement  of  which  will  be  made),  and  appUcation 
1  not  be  given  out  until  esamina^ons  are  announced: 
1  the  State  of  Maryland;  Annapolis  and  Crisfield, 
1  the  State  of  West  Virginia:  Wheeling. 
n  the  State  of  Virginia:  Alexandria,  Cajie  Charlex  City,  Norfolk,  Peters- 

barg,  Bichmond,  and  Tappahannock. 
n  the  State  of  North  Carolina:  Beaufort,  Elizabeth  City,  Newbem,  and 

Wilmington, 
n  the  District  of  Columbia:  Washington. 

lations  for  the  custom-house  service  may  be  taken  only  in  the  cities  where 
ent  is  deeire<i. 

nations  for  assayer,  cashier,  chief  or  special  deputy  collector,  deputy  naval 
eputy  surveyor,  examiner,  gauger,  and  weigher  are  held  only  when  eligibles 
e<l  and  will  be  duly  announced  in  the  public  presi>. 

INTBRXAL-BEVENXTE  SERVICE. 

■ation  Form  137J. 

linations  for  the  positions  of  clerk,  office  deputy  collector,  division  deputy 
r,  gauger,  storekeeper,  and  storekeeper-gauger  are  held  on  the  first  Wednes- 
ieptemher  of  each  year  at  the  following  places; 

xandria,  Va.  Lynchburg,  V&.  Salisbury,  Md. 

leville,  N.  C.  Martinsburg,  W.  Va.  Statesville,  N.  C. 

[timore,  Md.  Norfolk,  Va.  Staunton,  Va. 

lefield,  W.  Va.  Parkeraburg,  W.  Va.  Washington,  D.  C. 

mberland,  Md.  Raleigh,  N.  C.  Wheeling,  W,  Va. 

eensboro,  N.  C.  Richmond,  Va.  Wilmington,  N.  C. 

mtington,  W.  Va.  Roanoke,  Va.  Winston-Salem,  N.  C. 

licatjon  blanks  may  be  secured  at  any  time  either  from  the  local  secretaries  at 
et-officcBin  the  cities  named  (except  Washington,  D.  C.)  or  from  the  "Sec- 
,  Fourth  Civil  Service  District,  Civil  Service  Commission,  Washington,  D.  C," 
ationa  must  be  filed  with  the  District  Secretary  at  Washington  no(  later  than4-S0 
m  the  first  Wednesday  in  August.  Applications  received  after  the  time  Bi>ecified 
e  filed  for  the  next  subsequent  examination. 

y  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of  clerk, 
deputy  collector,  and  division  deputy  colle<,tor  and  apphi,ants  for  these  positions 
d  apply  [or  tlie  "deputy  collector  and  clerk  examination  The  storekeeper- 
■T  examination  will  be  given  tor  the  positions  of  gauger,  storekeeper,  and 
keeper.^ager,  and  applicants  for  these  positions  should  apply  for  the  "store- 
jr^auger"  examination.  For  description  of  the  examinations  mentioned  in 
(mtagrapb  see  page  8. 

I  eligible  will  be  considered  tor  appointment  onlj  in  the  district  in  which  he  is 
iin«d.  The  Department  usually  selects  tor  appointment  an  eligible  who  is  a 
Lent  of  the  dietrict  In  which  the  vacancy  exists. 

ir  a  copy  of  the  Ganger's  Manual,  appliiwits  slionld  apply  to  the  Commissioner 
ilemal  Revenue,  Wa."hington,  D.  C. 
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The  positions  of  bonded  atorekeepera  and  gaugers  whose  compensation  does  not  j 

exceed  $3  per  diem  when  actually  emploj>ed,  and  whose  aggresata  (umDenaation  I 

does  not  exceed  $500  per  annum,  are  not  subject  to  competitive 
in  the  Fifth  Internal -Revenue  District  o£  North  Carolina. 

Examination  for  the  position  of  messenger  is  held  only  when 
and  will  be  daly  announced  in  the  public  press, 

CUSTODLAJf,  SUBTBEA8URT,  MINT  AND  ASS 

Examinations  for  these  services  will  be  held  only  when  eligi 
application  blanks  will  not  be  given  out  until  the  examinat 
Due  announcement  of  date  and  place  of  examination  will  be  gi' 
ments  will  contain  information  as  to  the  subjects  of  the  examini 

QTJABTERMASTEB'S  DEPARTMENT  Al 

For  information  regarding  the  mechanical  trades  and  other 
tions  in  the  Quartermaster's  Department  at  Large  applicants  shi 
trict  Secretary  at  Washington,  D.  C,  for  circular  No.  1697, 

GENERAL,  INFORMATION. 

Many  applicants  fail  to  properly  execute  their  applications  or 
tioDS,  not  through  a  lack  of  knowledge,  but  largely  through  h: 
in  reading  and  interpreting  questions  and  in  writing  the  answer 
be  exercised  in  completing  the  application  to  see  that  every  n 
fully  complied  with.  In  the  examinations,  while  competitors 
work  within  a  prescribed  time,  it  is  ample  for  the  careful  cc 
question  given. 

tinder  aeotionB  5392,  5418,  and  5479,  Beviiad  Statutes  of  the  Vn 
Btstement  in  an  application,  altsratloa  of  a  vonoher  or  oertlfloate,  c 
the  CommiBBion  of  any  anch  paper  ii  a  violation  of  the  law.  A  nni 
peraoni  guilty  nnder  the  above-mentioned  statntei  have  been  lecnri 

The  Commission  is  not  responsible  for  delay  in  the  receipt  of  t 
cations  sent  by  mail  are  not  received  unless  posti^^  is  fully  ] 
application  is  not  filing  it,  and  applications,  whether  sent  by  n; 
not  accepted  unless  actually  received  by  the  district  secretary  v 
prescribed  for  the  examination  desired. 

Pereons  who  have  applied  for  an  examination,  or  who  have  pg 
should  keep  the  district  secretary  informed  of  any  change  of 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  ciigiuic.     ii  icqucHi. 

to  have  an  address  changed  should  always  be  made  by  letter,  which  should  relate  J 

only  to  the  change  in  address,  and  should  always  indicate  the  kind  of  examination  E 

taken,  the  average  attained,  and,  if  educational,  the  pla^e  and  date.  _  . 

All  examination  questions  are  prepared,  and  all  papers  are  rated,  by  the  Civil  Serv-  ^ 

ice  Commission,  Washington,  D.  C.     The  results  of  examinations  are  determined  ^ 

as  promptly  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
rating  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
district  secretary  or  the  Commission  to  expedite  the  rating. 

After  the  papers  of  an  examination  have  been  rated,  the  names  of  the  eligibles  are 
entered  on  the  register  in  the  order  of  the  average  obtained  by  each,  .in  average 
percentage  of  70  is  required  in  order  to  become  eligible,  except  in  cases  of  piersnns 
honorably  dischai^d  from  the  United  States  military  or  naval  service  for  disability 
incurred  in  the  line  of  duty.  The  names  of  such  persons,  whose  claims  for  preference 
have  been  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average 
percentage  of  ft'j,  will  be  placed  at  the  head  of  the  eligible  register. 
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-service  act  provides  Uiat  whenever  thei«  are  two  or  more  memberfi  of  a 
he  public  service  in  the  grades  covered  by  that  act  no  other  member  of 
f  sball  be  eligible  to  appointment  to  any  of  the  said  grades.  The  Attor- 
al  on  May  25,  1907,  rendered  a  decision  that  where  two  or  more  membere 
are  in  the  public  service  in  the  grades  covered  by  the  civil-service  act  the 
Fii  is  authorized  and  required  to  withhold  from  certiGcation  the  name  of 
member  of  such  family.  Applications  will  be  accepted  from  such  persons, 
lames  will  not  be  certified  so  long  as  two  or  more  members  of  their  family 


,  vacancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  consid- 
:he  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
t  selected  are  considered  again  until  eacli  name  has  been  considered  three 
he  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 

appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
ne,  if  the  appointee  is  retained  in  the  service,  such  retention  is  equivalent  to 
ute  appointment.  In  the  Poet-Office  Service  the  six  months'  probationary 
egins  [roni  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
of  appointment  as  substitute. 

CIVIL  HERVICE  SCHOOLS  AND  INSTITUTES. 

ommission  has  no  connection  with  any  civil-service  school  or  institute  doing 
by  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
o  such.  Their  representatives  are  not  permitted  to  inspect  the  examination 
>f  competitors.  Authentic  information  in  regard  to  examinations  may  be 
A  only  from  the  United  States  Civil  Service  Commission,  and  without  cost. 

INFORMATION  CONCERNING  OTHER  SERVICES. 


inual  of  examinations  is  issued  by  the  L'nited  States  Civil  Service  Commiseion 
jary  and  July  of  each  year,  which  contains  full  information  concerning  the 
'  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian, 
y  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services, 
yof  theManual  maybe  had  by  addressing  the  United  States  Civil  Service 
isHion,  Washington,  D.  0. 

BNOGBAPIIER  AND  TYPEWRITER  (ALL  SERVICES). 

stenographer  and  typewriter  examination  is  the  same  for  ell  branches  of  the 
3\  service,  and  eligibles  are  certified  to  vacancies  in  the  Departments  in 
ict^on  or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or 
Here,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be  required  for 
»d  of  the  service. 

ormadon  cDDGerpiog  this  examination  may  be  obtained  from  the  L'nited  Stales 
Service  Commission,  Washington,  D.  C. 

1 4th  DlBt.l 
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SPECIMEN  QUESTIONS. 

FIBST-GKADE  EXAMINATION. 

Ipsllikq:  Twenty  words  of  more  than  average  difficulty.  2.  ARiTBwenc: 
mental  rules,  fractions,  percentage,  interest,  discount,  analysis,  and  statement 
pie  accountB.  3.  Pbnmanship:  Marked  on  l^biirty,  rapidity,  neatness,  and 
I  appearance.  4.  Lbttbb  wbiting;  Test  in  the  use  of  the  English  language 
tineffi  coireapondence.  S.  Conversion  of  currbncv:  Teats  in  the  conversion 
flish,  French,  German,  or  Spanish  Jurrency  into  United  States  currency.  C 
apsy:  Qnestions  relating  to  the  boundaries  of  States  and  to  capitals,  largest 

rivers  and  other  bodies  of  water,  and  the  location  by  States  and  foreign 
ies  of  prorbitlent  cities. 

following  qneatioos  and  tests,  which  have  been  used,  indicate  the  general 
ter  of  these  subjects: 

Salitl«oI—9p«lUns-— spelling  Is  diclsted  b;  tbe  examiner.  The  worda  sre  mitten  b^  tbfl 
ilor  in  the  blanlc  epacea  indicated  on  tbe  flist  sheet  of  tbe  exuaination.  All  words  should  be 
Qced  with  capital  letters.  The  examiner  pronounceB  each  word  and  gives  its  deflnilian. 
npeOtor  Is  required  to  write  only  the  word  and  not  Its  definition. 

ier.-  Along,  round  body,  promiitory:  Containing  a  promise;  as,  a  promissory  nole.  EaeTUSal: 
.ry  or  indispensable.  Diioeraible:  Apparent  or  visible.  Opporianity:  A  Qt  or  convenient  time. 
/.•  False  or  tricky.  D/iference;  Bespect  or  regard,  Imertian:  The  act  o(  placing  Ic;  as,  tbelnser- 
an  advertisement.  Hiaiaale:  To  make  easy;  as,  to  iacilitate  business.  Sclienecladj/:  A  city 
Tnited  Slates.  Ai^aceiU:  Lying  near  or  bordering  on.  Souvenir:  A  token  of  remembrance. 
ng:  Yielding  or  giving  up:  as.concedingapoiut,  liruage:  Line  otdescent  or  ancestry;  as,  ot 
neage.  Ddeteriout:  Harmful  or  injurious;  as,  deleterious  to  health.  Eoriionlal:  On  a  level. 
)ji!;;  An  estate  inherited  from  one's  father.  CeriiflceUe:  A  written  testimony;  as.  a  mwrlage 
ite.  Jtegervoif:  A  place  of  storage;  as,  a  water  reservoir.  Privilege:  A  right;  as,  the  privilege 
<«■ 

nd  Satject— Artthmettc.— In  solving  problems  the  processes  should  be  not  merely  indicated, 
the  figures  necessary  in  solving  each  problem  should  he  given  in  lull.  Tbe  answer  to  each 
Q  sbouM  be  indicated  by  writing  "Ans,"  alter  it. 

lisqnestion  comprises  a  test  In  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
oliimns  of  about  twelve  numbers  each  lo  be  added,  ii.  Divide  ITA  hy  Tj.  multiply  the  quo- 
r  3),  and  to  (he  product  add  0.0907  of  214.6.  3.  A  fatberlnvestedasuOlclentsumaf  money  in 
busetts&'satgri,  brokerage  1  per  cent,  to  give  hisBon  an  annual  Income  of  81,200.  What  was 
iinveste<17  *.  Tbe  appropriation  lor  tbe  Civil  Service  Corrmiisalon  for  tbe  fiscal  year  ended 
).  1897.  was  t9S,M0.  During  that  year  SO.iWO  peisona  were  examined.  If  34  per  cent  of  this 
r  failed  to  pass,  and  ITJ  per  cent  of  those  who  paaaed  were  appointed,  what  was  the  average 
the  OoTemment  ot  each  appointment?  6.  On  April  1, 19(M.  Amoa  Ward  owed  Graves  &  Coon 
■n  aeconnt.  April  4,  he  sold  them  flS  barrels  potatoes  at  S2.75  per  barrel.  April  6,  be  gave  them 
upon  San  Francieoo  far(l.s6D.  which  they  accepted  at)  percent  discount.  April  9.  they  sold 
M  busbels  com  at  set  centsper  bushel.  AprillS,tbeybonghtof  him  2,960  feet  lumber  at  tl.26 
adred  feet.  April  19.  they  sold  him  341  doien  chairs  at  90  cents  eacb.  April  21,  Ward  bought 
n  1,260  eggs  at  14  cents  per  dozen.  April28,hegavethemanote{or(l,820dnein60daya.  April 
bought  of  them  2.980  ponnda  hay  at  S15  a  Con.  'Malce  an  Itemized  statement  of  tbe  above 
taa  Itsbouldappear  taken  from  the  books  ot  Ward;  makeaproper  heading;  close  theaccount, 
ing  down  the  balance  aa  it  should  have  appeared  May  1, 1904. 

il  Subject— Penmanship.— Tbe  rating  on  penmanship  will  be  determined  by  legibility, 
y,  neatness,  and  general  appearaneCi  and  by  oocreotneffl  and  uniformity  in  the  formation  of 
letters,  and  punctuation  marks,  in  the  exercise  of  the  fourth  subject— letter  writing.  No  par- 
style  of  penmanship  is  preferred. 

rth  Sul)Ject— Letter  ^Vritlug Tbe  compelitor  is  permitted  lo  write  on  either  one  of  iwosub- 

Iven,  The  following  subject  has  been  used:  Write  a  letter  of  not  less  tban  150  words,  giving 
lews  as  to  the  advantages  and  disadvantages  of  emptoyment  in  tbe  departmental  servieeln 

eserdse  is  designed  to  teat  the  competitor's  knowledge  ot  simple  English  composition  and  his 
1  intelligence.  In  rating  the  letter.  Its  errors  in  lorm  and  address,  in  spelling,  capitalisation, 
lation.  syntax,  and  style,  and  its  treatment  of  the  subject,  are  considered, 
b  Snitjeot— Conver^oa  ot  Ciurency.— Tbe  competitor  la  required  to  extend  the  entries  BO 
how  In  foreign  money  and  In  (.'nlted  States  money  the  total  cost  of  each  Item  and  tbe  total 
It  hi  United  States  money.    Tbe  work  is  to  be  done  on  scratch  paper  and  need  not  be  shown 
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moneT. 

Xtna. 

DoOl 

CbL 

cemenl,  U  4«  marlu  per  ton.  lem  i  per  oeDt 

nil-  f[  lull,  ZT  br  4>>  iachet,  al  S  marki  persqna 

; 



conienrton  u[  Englinh  aiul  eltbet  French.  a«nn«ii,  Ittllsii.  or  Spanish  camaej 

wgr^ilir.— N.  B.— Competlloni  are  cuitlooed  not  to  ezceed  the  requlremeat* 

elr  koHwen,  ■«  no  credit  irilt  begtvenloradditloiul  lofontutloD. 
ollow:  Two  that  border  on  the  CotombiK  River;  two  that  border  on  both  the 
ipl  rlren;  (iro  Uut  border  on  both  Virginia  and  the  Ohio  Siver;  two  that  boi- 
ro  that  border  on  the  Savannah  River.  S.  In  wliat  State  Is  each  ol  Che  follow- 
t  Bar,  Corpus  Chrlntl  Ba;,  Paget  Bound.  Pearl  River,  Oneida  lake.  3.  Name 
b  of  the  following-named  States,  and  name  the  river  or  bodf  of  water  on  which 
situated:  Connecticut,  MlHlBsippI,  Nebraska,  Minnesota,  Ohio.  4.  In  what 
llowlng- named  promlueut  dtlex  located:  Baclne.  Bangor.  Allegheny.  Charlotte. 
ireveport,  Furgo,  Evauavllle,  Ogdeoabnrg.  S.  In  what  foreign  coonCry,  colony. 
ol  (he  full  owl  ng-name'l  prominent  clllea:  Bcemeo,  Buenoa  Ayres,  Yokohama, 
[elbimme,  Adrlauople.  Ottawa.  Teheran.  Panama. 

MBCOND-ORADE  EXAMINATION. 

wenty  wordnof  avertige  difficulty  in  cotnnton  tiee.    2.  AsixoHBric: 

1,  Hubtraction,  multiplication,  and  division  of  whole  Dumbere,  and 
iiial  fractione.  3.  Lwtibb  wbitino:  Test  in  the  obb  of  the  English 
eea  correspondence.  4.  Penmashhip:  Marked  on  lability,  rapid- 
general  appearance.  S,  Copying  FHOM  piuiiN  copy;  Anexactcopy 
lea,  in cumpetitor'a  handwriting,  tf.  Uboorapby:  QuestioDs relat- 
riee  of  States,  and  to  capitals,  largest  cities,  rivers  and  other  bodiee 
location  by  States  of  prominent  cities. 

]ueetions  and  t£ets  which  have  been  used  indicate  the  genera) 
subjects: 

^111  UK.— Spelling  1b  dictated  by  the  eiamlner.  The  words  are  written  by  the 
nk  Kpuciifl  Indicated  on  tbe  flist  sheet  ol  (be  examination.  All  ivorda  should  be 
lOil  letter".  The  eitam In er  pronounces  each  word  and  gives  Its  deflaltlon.  The 
1  tij  wrll«  only  the  word  and  not  Its  defluitlon. 

opposea;  an,apalltlca]opponent.  PretlileiU:  The  Chief  Executive  of  the  United 
lie  who  con  i|  lie  r«,  Whotaomt:  Healthful;  as,  wholesome  (ood.  AiMeve:  Togaln; 
Tiiaiqitll:  Quiet  or  peaceful,  Delach:  To  separate  or  remove;  as,  to  detach  a 
mMwf IV;  Vi-r J- costly.  Decoue:  Death;as,aperaon'sdeceiise.  JfotleeaWe;  Worthy 
nhle  iiiTB"lon.  ffiaptcUnu:  Exciting  suspicion;  as,  a  suspicious  drcnmetance. 
kotearth.  Happing:  Maklnganumberof qnlckblowg.  Lctaguage:  Theepeech 
tigllah  InngiiHgi',  Sclixdale:  Allslorlnventory;  as,  a  schedule  of  prices.  Tffing: 
with  a  I'lird,  Vidgar:  Low  or  mean,  Omrie:  A  way  or  track;  as,  a  race  course, 
vnnce  pnld  for  xervlcce.  Ckleaio:  A  city  In  Che  United  gtateiB. 
trlt]i»i«4Je.— tu  solving  problems  the  processes  should  be  not  merely  Indi- 
rcs  neiiwHrylu  solving  each  problem  should  be  given  In  full.    The  answer 


,,Gooi^Ic 


11 

^tt«n  or  37  p«pen  in  a  mlDUle.  At  tbis  rate,  bow  m&a^  faoun  will  It  Uke  taim  to 
irsand  1S5  poiiads  ol  papers,  averaging  7  papers  to  thepouDd?  4.  A  tot  which  wasSS 
50  feet  long  sold  for  tS,347.G0.  vMcb  was  one-fourtli  more  tban  it  coat.  What  was  the 
foot?  5.  In  a  certain  mail  there  are  2M  pounds  14  ounces  ol  newspupem  weighing  at 
pera  to  every  T  ounces.  How  man;  papeniare  there  in  the  mail  T  16  ouncee=^l  pound. 
ct— I^(t«r  Writing.— The  competitor  Ib  permitted  to  wrfteon  either  one  of  twosuli- 
he  folloivlng  subject  has  been  used: 

-  of  not  less  tban  125  words,  fflvlug  your  views  as  to  the  advantages  derived  from  tree 
!  in  the  principal  dtles  ol  your  State.  This  exercise  Is  dcdgTied  ublefly  to  test  the 
:!11  in  simple  English  composition.  In  istlDg  the  letter,  Its  errors  in  form  and  address. 
:>ltal1zatlon,  punctuation,  syntax,  and  style,  and  its  adherence  to  the  subject,  will  be 

Oecti — Penmanship.— The  rating  on  penmanship  will  be  determined  by  lexlbllily. 
less.  aJud  general  appearance,  and  by  correctness  and  uniformity  In  the  formation  of 
and  pimotuatton  marlis  In  the  exercise  of  the  subject  of  copying  from  plain  copy, 
jtyte  ol  penmanship  Is  preferred. 

let — Copylnx  from  Pl&in  Copy.— N,  B,— ParajiTaph,  spell,  capitalize,  and  pnnctuate 
I  copy.    All  omissioin  and  mistakes  will  be  taken  into  consideration  in  ivdng  this 

«  urrtSett  cops  lif  the  JoUoiDing: 

fndaUon  of  an  applicant,  competitor,  or  eligible  involving  any  disclosure  of  his  poUt- 
is  opinions  or  affiliatloa  ehatl  l>e  received,  flled,  or  considered  by  the  Commlnlon,  by 
examiners,  or  by  any  nominating  CK  appointing  officer.  In  making  removals  or  redoc- 
poslng  punishment  for  delinquency  or  misconduct,  penalties  like  in  chancier  shall  be 
ke  offenses,  and  action  thereupon  shall  t>e  taken  Irrespective  of  the  political  or  reli- 
i  or  afiiliallons  of  the  offenders.  A  person  holding  a  position  on  the  date  said  position 
idHrthecivil-serTtce  act  shall  beenUtled  to  all  the  rights  and  benefits  poasessed  hyper- 
roe  class  or  grade  appointed  upon  eiominatlon  under  the  provisions  of  said  aol. 
ect~Oeogniplky.— Questions  are  similar  to  those  shown  under  Hist  grade,  except  Uiat 
relating  to  foreign  cities  are  included. 

□ttJect— Retuling  Addresses  (Postal).— This  exercise  consists  of  the  reading  ol  a 
rltten  addresBeii,  which  are  photollthograpbed  on  one  sheet.  A  second  sheet  is  fur- 
1  contains  the  same  addresses,  these  addresses  being  printed  and  containing  errora  of 
atltutlon,  or  insertion.    The  competitoi  la  required  to  Indicate  the  errors  In  each  printed 

adeiBcorlug  with  a  pencil,  thus, ,  any  portion  of  a  printed  address  which  is  not  k 

ol  the  written  address,  and  by  a  caret,  thus,  A.  any  omitted  woids,  figures,  or  inillati. 
riated  in  the  written  addien.  but  printed  In  full  in  the  printed  address,  are  regarded  as 
:  correct  words  are  printed.   Differences  In  punctuation  or  capitalization  are  not  regarded 
le  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 
Ing  are  tllustraClonfl  ol  the  method  which  should  be  punned  la  Indicating  errors: 

WRITTEN  ADDRESS— CORRECT. 

I-RINTED  ADDRESSy-WITH  ERRORS  NOTED. 

Theodore  M.  Martin,  Foreman  a  Waterworks, 

High  Road.  Grand  Kn-ks,  North  Dakota. 
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>lpelUnK. — npelling  In  dtcUled  by  the  exunlDer.  The  words  are  wrillen  by  the 
)lBnk  ([lacM  Indie* ted  on  the  Ont  Bbeet  of  the  eiuuiiutiOD.  All  wotds  Bhoald  be 
a[rlta]  ]ett«re.  The  exAmlner  pTODoaaeefl  each  word  BiulgiTHltsdefinitloD.  The 
irecl  to  vrlle  odIt  the  word  aod  not  iu  deanilion. 

lubMance  made  (rora  the  ]ui<-e  ot  tbe  sugsr  esne.  Fiedgc:  Somelhloi:  given  aa 
One  irho  han  chsige  oF  money  In  ■  bank.  Ffgart:  A  mark  representing  a  nom- 
niejing  or  iranBponing  La  any  way.  Brtadth:  The  measure  ffom  side  to  side. 
of  pAper  [oflde  In  one  body  or  piece:  as,  a  sheet  o' paper.  Etatly:  En  an  easy  man- 
1  border  or  llmJw  of  a  coantry.  Faliena:  The  state  or  qoality  of  being  patient, 
veaslni;;  as.  to  gueae  at  one's  welglil.  TliTfal:  The  act  of  threatening;  as,  to  mate 
[;  A  pceclod*  gem.  Viiil:  Togo  to  Bee;  as.  to  visit  a  friend.  Eepair:  To  mend  or 
ejialr  clolha.  Pmple:  The  body  of  penons  composiDg  a  natioti:  as.  the  American 
To  Ih.-  In  need  of;  as,  to  require  money.  Oreati:  Soft  animal  fat.  Antaer:  To 
wera  letler,    £cUt:  To  live;  as,  to  exist  In  poverty. 

'-'AritJaiiietlc. — In  solving  problems  the  processes  shonld  be  not  merely  Indi- 
iKurea  iiecewsry  in  solvitig  each  pmblem  sboold  b«  glren  in  full.  The  siuwer  to 
Id  lie  Indicated  by  writing  "Ans."  afler  It. 

n  will  t-onirtBt  of  a  short  column  of  figures  to  be  added.)  a.  Divide  2.408,588  by 
8.ft42  by  QW.  and  then  subtract  96,746.  4.  A  merchant,  who  spent  tZ25,  bought  65 
SacentHperponnd.  84  barrelsof  apples  at  Cffi  per  barrel,  and  spent  the  remainder 
llii'h  illd  he  KfenA  for  coflee?  S.  During  the  month  of  August  460,000  bushelsof 
'1  from  n  I'crtaln  port.    During  September  8T,9K)  more  bushels  were  shipped  than 

'l.#tt«r  WritlnB-— The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 
rillriwIiiK  Hibject  bai  been  used; 

'itainiiig  not  less  than  100  words  stating  some  of  the  advantages  now  derived  by 
art  of  printing.  This  exercise  Is  designed  chiefly  to  test  the  competitor's  skill  in 
ipowltloii,  [n  ratlnR  the  letter  its  errors  In  form  and  address.  In  spelling,  capltali- 
I,  syntBi.  and  style,  and  Its  adherence  to  the  anbjecl.  will  be  considered. 
•-Ptniiiuin ship.— The  rating  on  peamaoshlp  wi)l  be  determined  by  legibility, 
and  gi'iiunit  apiH'nraiice,  and  by  correctness  and  uniformity  In  the  formation  of 
jiiinetuiitlon  niarlis  In  the  eieroiae  of  the  fifth  anbject— copying  from  plain  copy. 
ot  peniiianship  Ih  preferred. 

Oaitylng  tWim  rialii  Copy.— N,  B,— Paragraph,  spell,  capitalize,  and  punctuate 
ciiipy.    All  omlssioni  and  mistakes  will  be  taken  Into  considerBtion  in  lating  this 
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in  exact  ■urritttm  copv  9lOa  foOoicms: 

-esent  poslal  p<^cy  is  toctpj  newapapeFs  in  some  cuoi  il«e,  and  in  all  otbermaea  M  QiIMb 
■tea  o£  poBtage  than  Ib  charged  for  letteTs;  the  one  being  for  the  public  veal,  while  the  othei, 
ivate  benefit.  If  the  telegraph  becomea  a  part  of  Uie  service  It  will  atlll  be  ibe  dntf  of  th» 
aent  to  tranBmit  tel^roma  for  the  press  at  much  lower  rates  than  (or  private  Indlvlduala. 

CF  OTJXLINB  OF  THE  RUUIS  FOR  RATING  EXAMINATION 
TERS— I»08T-OFFICB,  CUSTOM-HOUSE,  AND  INTERNAL- 
iV^ETTlTE  SERVICE, 

9ooiias  practicable  after  an  examination,  the  papers  of,  the  competi  tore  are  rated 
he  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
pass  or  fail.      The  followii^  ia  a  brief  outline  of  the  rules  for  ratit^: 


deduct— 

:  each  error  in  apeillng  wiien  the  exercise  consists  of  20  words A 

t  each  error  In  capttalUation ; 1 

r  eaoh  failure  ta  use  oi  for  each  wrong  Dse  ol  the  hyphen  and  far  each  Improper  division  of 
I  word  Into  a  compound  word  when  requiT«d  to  be  written  solid............  „...„..„ 2 

Prom  100 
deducts 
>r  each  wrong  process,  producing  Incorrect  result.  In  proportion  to  the  number  ol  steps 

involved  and  gravity  of  enor 10  to  100 

or  declma,!  error  and  for  each  eTatdon  of  a  decimal  or  common  fraction  lest 25 

or  each  error  In  computation  or  In  copying  from  the  printed  question  or  from  work 10 

or  minor  errors,  such  as  wrong  Indication  of  a  correct  process,  incorrect  or  Incomdslent 
puactuatiun.  improper  use  of  symbols  of  dealgnaUon.  improper  or  incorrect  designation 

of  a  partial  or  final  resalt,  etc 6  to  10 

'or  failure  loshow  woric  »»  required  In  solution  of  problems ZStoTG 

RULES    FOR    RATINd    LETTER    WRITINQ. 

n  rating  the  tetter,  lis  errors  in  form  and  address.  In  spelling,  capitalization,  punctuation,  syntax 
1  style,  and  its  adherence  to  and  treatment  of  the  suhjeci  given,  are  considered,  and  its  value,  in 
'.  judgment  of  the  examiners,  delermlned  on  a  scale  of  100. 

n  determining  the  mark  for  letter  writing  tt  la  proper  for  the  examiner  to  be  guided  In  a  general 
y  by  the  following  scheme:  Excellent,  S6  to  80;  good,  ^  to  SO;  fair,  SO  to  TO;  ordinary.  TO  to  60; 
or,  60  to  50;  very  poor.  50  toiS-,  praclically  wonhless.  !5t«0. 


re  consitlcred,  and  It  la  proper  for  examlneis  to  be  guided 

1  a  general  way  by  the  following  aohem 

;  Eieellent,  90  to  85;  very  good,  86  to  SO;  good,  90  to  76; 

■dinars,  W  to  10;  poor,  70  ta  6S;  very  poor 

66  to  50;  below  the  grade  of  ■■  very  poor,"  60  lo  10. 

From  100 

.  For  eaoh  word  or  figure  omitled,  repeated,  substituted,  or  improperly  inserted 5 

.  For  eacli  error  ia  Bpelling,  lor  each  transposlllon,  for  each  abbreviation  not  Id  the  copy,  for 
each  lailuie  lo  capitalize  according  to  copy,  for  each  {allure  to  punctuate  according  t«  copy, 
for  each  failure  lo  Indent  margin  as  In  copy,  for  each  error  in  paragraphing,  and  for  irregu- 
larity In  left-hand  margin 5 

1,  Foreack  misdivlBlon  of  a  woidat  theend  of  aline,  for  each  omission  or  Improper  nse  of  the 
hyphen  In  divldliu;  a  word  at  the  end  of  a  line,  for  each  word  altered,  Inlerlined,  or  eaa- 
celed,  for  each  blot  or  minor  erasure,  II  not  neat 1 

i.  For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  chaiges  are  made  In  the 
dlacrellcm  at  the  examiner). 
[4th  Diet.) 
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f  iQiatiQg  this  wibjecc  each  answer  la  i&Ced  Id  the  judgment  of  the< 

When  tlie  queetioa  require 
bodies  ol  waten,  etc,  and  tli> 
OteditBhall  be  givea  for  thi 
uablguoua. 


containe  a  greater  number  tban  i 
-  If  auy  port  or  poiat  la  iDcorrec 


!a,  conntries,  cities,  riyais,  at 
required  b7  the  questioQ,  no 
,  tbuB  reudering  the  answ<ir 


The  rating  on  thfa  gubjeel  la  lor  accuiacy  only.  A  ohaige  of  2  is  made  for  each  error  or  omlgalgn  in 
noting  ebe  errors  on  cbe  printed  sheet  when  compared  witb  the  coneet  written  addresses  given. 
The  dlflerence  between  the  sum  of  the  errors  thus  found  and  100  Is  the  rating  on  this  au'bjeel. 


A  credit  oi  70  will  be  given  If  the  examination  Is  completed  In  tbe  mailmom  time  of  Ave  honn 
allowed.  For  each  Interral  of  five  minutes  liss  than  the  maximum  Ume  a  credit  of  I  In  addition  U 
TO  will  bo  given.  ForcompleUng  the  examination  In  two  and  one-half  bouisoiless  themaximom 
rating  of  100  will  be  given.  No  credit  will  be  given  for  time  tmleas  the  average  pententage  on  the 
remaining  subjects  Is  at  least  TO. 


By  order  of  the  CommiBaioa: 


JoHH  C.  Black,  Pretideni. 
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(i)  Who  hae  mode  a  false  statemeot  in  his  applicatioa,  or  has  been  guilty  of  fraud 
or  deceit  in  any  manner  connected  with  bis  application  or  examination,  or  has  been 
guilty  of  crime  or  infamous  or  notoriously  di^racetul  conduct. 

{j)  Who  has  been  discharged  for  desertion  from  the  military  or  naval  service  of 

the  United  States  under  section  1998,  R.  S. 

POST-OFFICE  SERVICE. 

Application  Form  1371. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  however,  in  the  casee  of 
persons  honorably  discharged  from  the  military  or  naval  service  Iry  reaton  oj  dMobilUy 
resulting  from  wounds  or  sickness  Incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women'  who  are  separated  from  their 
husbands  and  support  themselves. 

Applicants  for  the  Poat>'Offlce  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-OfSce  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Poat-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persons,  or  those  having  crippled 
arms  or  le^,  and  those  suffering  from  asthma  or  hernia.  Applications  from  per- 
sona who  have  any  of  the  physical  defects  mentioned  will  be  cwieeled  uideu  mch 
per»ong  viere  honorably  ditcharged  from  the  military  or  naval  service  by  reaaon  of  dieability 
Te&uUing  from  wmiwU  or  ncknetg  imyurred  in  the  line  of  duty.  (See  paragraph  (c),  page 
1,  for  physical  defects  which  will  debar  persons  from  any  examination. ) 

Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
dewriplion  of  examination  see  pages  9,  11,  and  12. 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in  their 
applications,  indicating,  the  length  of  time  they  have  served,  as  additional  credit  of 
]  per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  to  exceed  five 
years,  the  total  average  percentage  not  to  exceed  100. 

Examinations  for  the  following  ofBces  will  be  held,  as  far  as  practicable,  on  the 
first  Wednesilay  or  Saturday  after  the  15th  of  November  of  each  year  : 

Akron,  Ohio.  Frankfort,  Ky.  Owensboro,  Ky. 

Anderson,  Ind.  Hamilton,  Ohio.  Paducah,  Ky. 

Ashland,  Ohio.  Indianapolis,  Ind.  PortsmouUi,  Ohio. 

Canton,  Ohio.  Kokomo,  Ind.  Richmond,  Ind. 

Cincinnati,  Ohio.  Lafayette,  Ind.  Sandusky,  Ohio. 

Cleveland,  Ohio.  Lexington,  Ky.  South  Bend,  Ind. 

Columbus,  Ohio.  Lima,  Ohio.  Springfield,  Ohio. 

oCovington,  Ky.  Louisville,  Ky.  Steubenville,  Ohio. 

Dayton,  Ohio.  Mansfield,  Ohio.  Terre  Haute,  Ind. 

Decatur,  Ind.  Marietta,  Ohio.  Toledo,  Ohio. 

East  Liverpool,  Ohio.        Marion,  Ind.  Youngstown,  Ohio. 

Elkhart,  Ind.  Marion,  Ohio.  Zanesvilte,  Ohio. 

Evansville,  Ind.  Muncie,  Ind. 

Fort  Wayne,  Ind.  "Newport,  Ky. 

Blank  forms  of  application  may  be  obtained  at  any  time  either  from  the  Secretary 
of  the  Sixth  U.  S.  Civil  Service  District,  Room  418,  Post-Office  Building,  Cincinnati, 
Ohio,  or  from  the  local  secretary  at  the  post-oOice  where  appointment  is  desired. 

a  Ezaminatlane  are  held  in  Claclnuatl. 
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ns,  ivhen  executed,  miiBt  be  filed  with  the  district  aecrettuy  at  Cmdn- 
to  4:SO  p.  m.  on  the  third  Monday  in  October.  AppUcaHonB  received  sEter 
will  "be  filed  tor  the  next  examinaticm. 

!  f  ollovring  offices  the  munee  of  male  el^blee  will  be  entered  on  only  one 
aamely,  the  clerk  or  the  carrier  renter,  and  male  applicants  for  those 
igt  indicate  in  their  applicationt  whether  they  derire  the  podtion  of  derk  or 


■n.  Ohio. 

E vans vi  lie,  Ind. 

Springfield,  Ohio. 

OD,  Ohio. 

Fort  Wayne,  Ind. 

Terre  Haate,  Ind. 

innati,  Ohio. 

Indianapolis,  Ind. 

Toledo,  Ohio. 

eland,  Ohio. 

Lexington,  Ky. 

.mbu8,  Ohio. 

Louisville,  Ky. 

Zaueevilte,  Ohio. 

ngton,  Ky. 

NevTport,  Ky. 

ton,  Ohio. 

Sonth  Bend,  Ind. 

lest  for  a  change  in  the  deeignation  of  the  poaition  deeired  by  an  applicant 
loade  in  writing  and  received  by  the  district  secretary  on  or  before  the  date 
samination,  otherwise  no  change  will  be  made. 

.ame  of  each  male  eligible  for  any  post-office  not  mentioned  in  the  preceding 
ph  will  be  entered  on  both  the  male-clerk  roister  and  the  carrier  roister, 
I  be  certified  in  ita  order  to  vacancies  occurring  in  the  position  of  either  male 
■  carrier,  without  regard  to  any  choice  of  podtion  expressed  by  the  eligible 
pplicatjon.  Male  eligiblea  will  be  entitled  to  three  certifications  from  the 
erk  register  and  three  certifications  from  tiie  carrier  register.  Ftulure  of 
'n  from  one  roister  or  declination  of  appointment  when  select«d  will  not 
beeliglble's  standing  on  the  other  register.  Appointment  from  either  r«sist«r 
oiove  the  eligible's  name  from  both  rc^sters. 

le  Post-office  Service  appointments  are  made  usually  to  the  position  of  substi- 
irk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their  original 
tment  to  the  Grst  vacancies  occurring  in  regular  positions, 
ks  in  offices  of  the  first  and  second  class  andcarriers  in  the  city  delivery  service 
'ided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade,  salary 
third  grade,  salary  $900;  fourt;h  grade,  salary  $1,000;  fifth  grade,  salary  $l,100i 
a;rade,  salary  $1,200.  Clerks  and  carriers  at  fiist-class  offices  will  be  promoted 
sively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
)ted  successively  to  the  fourth  grade. 

promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
er  following  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No 
otioD  will  be  made  except  upon  evidence  satisfactory  to  the  Post-Office  Depart- 

of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
1  a  clerk  or  carrier  fails  of  promotion  because  of  unsatisfactory  service,  he  may 
omoted  it  the  beginning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
:er,  on  evidence  that  his  record  has  been  satisfactory  during  the  intervening 
d.    Clerksondcarriersof  the  highest  grade  in  their  respective  offices  are  eligible 

romotion  to  the  higher  positions  in  stud  poet-officee. 

ly  clerk  is  eli^bte  for  transfer  to  theservice  of  a  carrier,  and  any  carrier  is  eligible 

tanfller  to  the  service  of  a  clerk. 

ixiliary  employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 

1  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hotus 

y  and  may  eerve  as  substitutes.    They  are  eligible  for  appointment  as  clerks  and 

iera  of  the  flret  pade. 

iibrtitateB  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 

carrieis,  and  they  are  eligible  for  appointment  as  auiiliany  employees  and  as 
'ka  and  carriers  of  the  first  grade. 
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Examinatioiut  for  the  followinfc  offlcea  will  be  held  only  v 
(due  anDounccment  of  which  will  be  made) ,  and  applicaliot 
out  until  the  exatninatione  are  anDonnced: 


AlexandriH.,  Ind. 
Alliance,  Ohio. 
Ashland,  Kj. 
Ashtabula,  Ohio. 
Athens,  Ohio. 
Attica,  Ind. 
Aiibiim,  Ind. 
Barberton,  Ohio. 
Be^lfofd,  Ind. 
Bellaire,  Ohio. 
Belkfonlaitie,  Ohio. 
Bellevue,  Ohio. 
Blooniiugton,  Ind. 
Biutfton,  Ind. 
Bowling  Green,  Ky. 
Bowling  Green,  Ohio. 
Brazil,  Ind. 
BucyruB,  Ohio. 
Cambridge,  Ohio. 
Canal  Dover,  Ohio. 
Chillicotho,  Ohio. 
Cirdeville,  Ohio. 
Columbia  City,  Jnd. 
Columbna,  Ind. 
Connersville,  Ind. 
Oonneaut,  Ohio. 
Coshocton,  Ohio. 
Crawtordsville,  Ind. 
Crestline,  Ohio. 
Danville,  Ky.  • 

Defiance,  Ohio. 
Delaware,  Ohio. 
Delphos,  Ohio. 
El  wood,  Ind. 
Elyria,  Ohio. 
Find  lay,  Ohio. 
Fostoria,  Ohio. 
Frankfort,  Ind. 
Fmnklin,  Ind. 
Fremont,  Ohio. 
Gallon,  Ohio. 
Galli  polls,  Ohio. 
Georgetown,  Ky, 
Goahen,  Ind. 


Greeacaatle,  Ind. 
Greenfield,  Ind. 
Greenfield,  Ohio. 
Greensbarg,  Ind. 
Greenville,  Ohio, 
Hammond,  Ind. 
Hartford  aty,  Ind. 
Henderson,  Ky. 
Hillsboro,  Ohio. 
Hopkins ville,  Ky. 
Huntington,  Ind. 
I  ronton,  Ohio. 
Jackson,  Ohio. 
Jetfersonville,  Ind. 
Kendallville,  Ind. 
Kent,  Ohio. 
Kenton,  Ohio. 
I^nca8t«r,  Ohio. 
Laporte,  Ind. 
Lawrenceburg,  Ind. 
Lebanon,  Jnd. 
Lebanon,  Ohio. 
Linton,  Ind, 
I/^nsport,  Ind. 
Lorain,  Ohio. 
Madison,  Ind. 
Martins  Ferry,  Ohio. 
Martinsville,  Ind. 
Maasillon,  Ohio. 
Mayfield,  Ky. 
Mays  ville,  Ky. 
Medina,  Ohio. 
Michigan  City,  Ind. 
Middletown,  Ohio. 
Miehawaka,  Ind. 
Mount  Sterling,  Ky. 
Mount  Vernon,  Ind. 
Mount  Vernon,  Ohio. 
New  Albany,  Ind. 
Newark,  Ohio. 
Newcastle,  Ind. . 
New  Philadelphia,  Ohio. 
Niles,  Ohio. 
Nobles  ville,  Ind. 


Warren,  Ohio. 
Warsaw,  Ind. 
Wapakoneta,  Ohio. 
Washington  Oourt- 

Houee,  Ohio. 
Washii^ton,  Ind. 
Wellston,  Ohio. 
Wellaville,  Ohio. 
Wilmington,  Ohio. 
Winchester,  Ind. 
Winchester,  Ky. 
Wooeter,  Ohio, 
Xenia,  Ohio. 


CUSTOM-HOUSE  SERVICE. 

Candidates  for  appointments  in  the  customs  service  must  be  not  leas  than  21  nor 
more  than  55  years  of  age,  of  eoitable  physical  condition,  and  mentally  qualified. 
If  otherwise  duly  qualified,  the  limitation  as  to  age  will  not  apply  to  honorably  dis- 
charged United  States  Boldieie  or  stulors. 
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three  gmdea  of  ezominationB  given  for  potations  in  the  cnatom-honae 
r  description  of  exnmioations  eee  pages  9  to  14. 

;rade  examination  is  given  for  the  positions  of  clerk,  day  inspector,  store- 
deputy  ofBoer,  but  not  for  chief  or  principal  deputy  at  Cindimati  and 
Application  Form  1371. 
id-grade  examination  is  g^ven  for  the  positione  of  aasiirtant  weigher,  mee- 
eampler.     Application  Form  1371. 

l-grade  examination  ia  given  for  the  positions  of  attendant,  classified 
^man,  inepectreea,  janitor,  night  inspector,  porter,  ajid  watchman.  Appli- 
a.  1371. 

aination  for  opener  and  packer  will  consist  of  third-grade  subjects  with  a 
0  per  cent  in  addition  to  ratings  on  experience  and  ability  as  a  workman, 
t,  and  physical  condition,  30  per  cent  Special  credit  will  be  given  for 
:  in  opening  and  packing  general  merchandise.  Application  Form  1093. 
ruination  for  boatman  will  consist  of  a  nonedncatjonal  lest,  except  when 
il  qualifications  are  desired.  When  these  qualifications  are  desired,  the 
on  will  consist  of  the  subjects  of  the  third-grade  examination,  with  a 
20  per  cent  in  addition  to  the  raUng  on  age,  15  per  cent ;  experience,  40  per 
physical  condition,  25  per  cent  When  no  educational  qualifications  are 
he  examination  will  consist  of  the  subjects  of  age,  experience,  and  pbys'cal 
.  When  a  noneducational  examination  is  given,  applicants  are  not  required 
at  any  place  for  examination.  Application  Form  1093. 
sons  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
the  strei^th  test  now  given  to  unskilled  laborers,  which  consiHte  of  lifting 
ildering  a  sack  weighing,  with  contents,  126  pounds.  If  they  pass  the 
test  in  addition  to  the  classified  laborer  examination,  such  fact  will  be 
on  the  register  as  in  the  nature  of  a  qualification.  If  the  appointii^  ofiScer 
lueet  the  certification  from  the  classified  laborer  roister  of  those  persons 
ly  qualified  for  the  discharge  of  the  manual  labor  connected  with  the  posi- 
le  filled,  certification  shall  be  made  from  those  standing  highest  In  the  educa- 
lamination  who  have  also  passed  the  strength  test 

cants  who  desire  to  undergo  the  strength  test  will  be  informed  by  thedistrict 
y  when  and  where  to  report  for  the  test. 

cope  and  character  of  examinations  for  podtions  such  as  chief  or  principal 
at  Cincinnati  or  Cleveland,  cashier,  asaayer,  examiner,  gauger  and  weigher, 
made  known  only  when  the  examination  is  announced.  Examinations  of 
ad  ate  held  only  when  a  vacancy  exists  and  will  be  duly  announced  in  the 

le  Customs  Service  women  are,  unless  otherwise  specified,  eligible  forexamina- 

iT  the  following-named  positions  only:    Deputy  collector,  deputy  surveyor, 

Bteaographer  and  typewriter,  inspectress,  and  cashier. 

Ucantf  may  ascertain  what  positions  exist  in  any  custom-house  by  inquiring 

local  secretary  at  such  custom-houae  or  of  the  district  secretary. 

torn-houses  within  the  Sixth  District  are  located  at: 

sbtabulu,  Ohio. «  Dayton,  Ohio.  Paducah,  Ky. 

lindnnati,  Obio.  Evansville,  Ind.  Sandusky,  Ohio. 

Ilevelaad,  Ohio.  Fairport,  Ohio. "  Toledo,  Ohio. 

ktlumbue,  Ohio.  Indianapolis,  Ind. 

Jonneant,  Ohio. »  Louisville,  Ky, 

•■Bid>portB  of  Cleveland,  Ohio. 
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ud  no  AppUeaUon*  win  1>e 

When  an  examinalioii  has  been  announced,  application  blanks  may  be  obtained 
from  the  local  secretary  in  the  city  in  which  the  examination  is  to  be  held  or  front 
the  District  Secretary. 

Applicatione,  when  properly  executed,  must  be  filed  with  the  "  Secretary,  Sixth 
Civil  Service  District,  Cincinnati,  Ohio,"  prior  to  the  hour  of  closing  bueinees  on  the 
date  indicated  in  the  announcement  as  the  close  of  receipt  of  applications. 

Examination  for  the  customs  service  may  be  taken  only  in  the  city  in  which 
employment  is  desired,  except  that  applicants  for  the  Cleveland  custom-house  liv- 
ing in  the  vicinity  of  Ashtabula  or  Conneaut,  Ohio,  may  be  examined  at  either  of 
those  places. 

An  applicant  should  indicate  in  his  application  the  kind  of  examination  in  which 
he  desires  to  compete—!,  e.,  first,  second,  or  third  grade — as  names  wilt  be  entered 
upon  n^Bters  according  to  grade  of  examination  taken. 

Positions  are  filled  by  selection  from  the  register  for  the  grade  in  which  the  vacancy 
eiiste. 

Bligiblea  are  entitled  to  three  considerations  for  appointment,  unleee  sooner  selected. 
A  name  having  been  considered  for  the  third  time  and  failing  of  selection,  will  be 
dropped  from  the  register. 

INTEBNALiBEVENUE  SERVICE. 

AppUcation  Form  1371. 

Age  limits,  21  years  or  over. 

Examinations  for  the  positions  of  clerk,  divirion  deputy  collector,  office  deputy 
collector,  gauger,  storekeeper,  and  storekeeper-ganger  are  held  on  the  first  Wednes- 
day in  September  of  each  year,  at  the  following  places: 


Ashland,  Ky. 
Athens,  Ohio. 
Bowling  Green,  Ky. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 
Covington,  Ky. 
Danville,  Ky. 


Evansville,  Ind. 
Fort  Wayne,  Ind. 
Frankfort,  Ky. 
Indianapolis,  Ind. 
Ironton,  Ohio, 
lawrenceburg,  Ind. 
Lexington,  Ky. 
Louisville,  Ky. 


Maysville,  Ky. 
New  Albany,  Ind. 
Owensboro,  Ky. 
Faducah,  Ky. 
Terre  Haute,  Ind. 
Toledo,  Ohio. 


Application  blanks  may  be  secured  at  any  dme,  either  from  the  Secretary  of  the 
Sixth  Civil  Service  District,  Room  41S,  Post-OIBce  Building,  Cincinnati,  Ohio,  or 
from  the  local  secretaries  at  the  post-offices  in  the  cities  named.  Applications  must 
be  filed  with  the  secretary  at  Cincinnati  Ttol  later  than  4.SO  p.  m.  onthefinl  Wtdixeiday 
inAu^iat;  otherwise  they  will  be  received  only  for  the  next  subsequent  examination. 

The  deputy  collector  and  clerk  examination  will  be  given  for  thepositions  of  clerk, 
office  deputy  collector  and  diviraon  deputy  collector,  and  applicants  for  these  posttiona 
should  apply  lor  the  "  deputy  collector  and  clerk"  examination.  The  storekeeper- 
gauger  examination  will  be  given  for  the  positions  of  gauger,  storekeeper,  and 
storekeeper-gauger,  and  applicants  for  these  positions  should  apply  for  the  "store- 
keeper-gauger  "  examination.  For  description  of  the  examinations  mentioned  in  this 
paragraph  see  page  9. 

Eligiblea  will  be  considered  for  appointment  only  in  the  districts  in  which  they  are 
examioed;  excepting  at  Frankfort,  Ky.,  where  appUcants  may  be  examined  for 
either  the  Fifth  Kentucky  (or  Loaisville)  District,  or  the  Seventh  Kentucky  (or 
Lexington)  District.    The  application  must  indicate  in  which  district  employment 
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ught.    The  Department  usually  selects  for  appointment  an  eligible  who  ia  ft 

ent  of  the  revenue  district  in  which  the  vacancy  exists. 

>r  a  copy  of  the  Gai^r's  Manual,  applicants  should  apply  to  the  Conuuiseioner 

iternal  Revenue,  Washington,  D.  0. 

le  poaitiona  of  bonded  HtorekeeperB-gaugere  whose  compensation  does  not  exceed 

er  diem  when  actually  employed,  and  whoae  aggr^ate  compensation  does  not 

«d  ¥500  per  annum,  are  not  subject  to  examination. 

lamination  for  the  position  of  messenger  is  held  only  when  eligibles  are  needed, 

will  be  duly  announced  in  the  public  press. 

CUSTODIAN  AND    SUBTItEASURY  SERVICES. 

xaminations  for  these  servicee  will  be  held  only  when  eligiblea  are  needed, 
applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
ouncementof  date,  time  and  place  of  examination  will  be  given.  The  announce- 
its  will  contain  information  as  to  the  subjects  of  the  examinations. 


Lpplicants  for  podtions  in  the  mechanical  trades  or  for  other  noneducatjonal  pod- 
is  in  the  Quartermaster's  Department  at  Large  in  the  States  of  Ohio,  Indiana  and 
Dtucky,  should  write  to  the  district  secretary  at  Cincinnati  for  circular  No.  1697. 

GENERAL  INFORMATION. 

dany  applicanta  fail  to  properly  execute  their  applications  or  fail  in  the  eiomina- 
39,  not  through  a  lack  of  knowledge,  but  largely  through  haste  and  carelesanees 
readi  ng  and  interpreting  questions  and  in  writing  the  answers.  Great  care  should 
exermsed  in  completing  the  application  to  see  that  every  requirement  has  been 
y  co-mplied  with.  In  the  examinations,  while  competitora  must  complete  their 
rk  w~ithin  a  preacritied  time,  it  is  ample  for  the  careful  consideration  of  every 
'Stioxi  given. 

^QdaK  leettoni  S392,  B41S,  and  fi4T9,  B«Tiiad  Btatntei  of  the  United  Statai,  in;  falH 
«mfrnt  in  an  appliisatian,  alteratiDn  of  a  voDoher  or  certifleat«,  or  the  praientation  t» 
Conxminion  of  any  moh  paper  il  a  violation  of  the  law.  &  nnmbsr  of  oonvlctioni  of 
aona  ^Uty  aiidsr  tho  abovs-iDentiansd  itatntea  have  boon  leoarod. 
.'he  Commission  ia  not  responsible  for  delay  in  the  receipt  of  applicataone.  Appli- 
ions  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
plica.tion  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
t  accepted  unless  actually  received  by  the  district  secretary  withiu  the  time  limit 
escribed  for  the  examination  desired. 

Persons  who  have  applied  for  an  examination  or  who  have  passed  an  examination 
ould  keep  the  district  secretary  informed  of  any  change  of  post-offlce  address. 
.ilnre  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
ve  an  address  changed  should  always  he  made  by  letter,  which  should  relate  only 
the  change  in  address  and  should  always  indicate  the  kind  of  examination  taken, 
3  average  attained,  and,  if  educational,  the  place  and  date. 

All  examination  questions  are  prepared  and  all  papers  are  rated  by  the  Civil  9erv- 
'  Commission,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
imptly  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
ing  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
tnct  secretary  or  the  Commission  to  expedite  the  ratir^. 
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Lfter  th«  papers  of  an  ezamination  have  been  rated,  the  oamee  of  the  eligiblee  are 
ered  OQ  the  register  in  the  order  of  the  average  obtiuned  by  each.  An  average 
i^entage  of  70  is  required  in  order  to  become  eligible,  except  in  caeee  of  perBone 
lorably  discharged  from  the  Onited  St&tes  military  or  naval  service  jor  duabUiiii 
arred  in  the  line  of  duty..  The  namee  of  such  peraona,  whoee  claims  for  preference 
'e  been  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average 
centage  of  65,  will  be  placed  at  the  head  of  the  eligible  register. 
Vhen  a  vacancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  con- 
ared  by  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
nes  not  selected  are  considered  again  until  each  name  has  been  considered  three 
lea.    The  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 

ilvery  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
ich  time  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
absolute  appointment.  In  the  Post-Offlce  Service  the  sis  months'  probationary 
iod  begins  from  the  date  of  appointment  as  r^;alar  clerk  or  carrier  and  not  from 
I  date  of  appointment  as  substitute. 


CIV IL-SBRTICE  BCSOOU  A 


a  INSTITVTKS. 


as  no  connection  with  any  civil-service  school  or  instatute  doing 
linesa  by  correspondence  or  otherwise,  and  has  no  information  to  famiBh  in 
ard  to  SQch.  Their  representatives  are  not  permitted  to  inspect  the  examination 
>ers  of  competitors.  Authentic  information  in  r^;ard  to  examinations  may  be 
luned  only  from  the  United  States  Civil  Service  Commission,  and  without  cost 
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L  manual  of  examiitations  la  issued  by  the  United  States  Civil  Service  Commission 
January  and  July  of  each  year,  which  contains  full  information  concerning  the 
alar  spring  and  fall  examinations  for  positions  in  the  Departmental,  Indian.  Rail- 
y  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  aervicee. 
:opy  of  the  manual  may  be  had  by  addressii^  the  United  States  Civil  S^'vice 
nmisaion,  Washington,  D.  C. 

STKNOOBAPHXat  AI«I>  TXFKWUITBR  (AIX  SERVICXS.) 

i'he  stenographer  and  typewriter  examination  is  the  same  for  all  branches  of  the 
leral  service,  and  eligibles  are  certified  to  vacancies  in  the  Departments  in 
ishinglon  or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or 
inhere,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be  required  for 
I  good  of  the  service. 

nformation  conceminK  this  examination  may  be  bbtained  from  the  United  States 
■il  Sendee  Commission,  Washington,  D.  C. 
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DESCItlPTION  OF  EXAMINATIONS. 

POBT-OFFICB  AMD  CiraTOM-HOIISE. 


•St  KiKde;  aiul 

». 

Beoond  grade. 

Third  grade:  coati 

HD. 

Time  aUowed,  b 

honnt.) 

(Tliiie  allowed,  4|  boort.) 

'""ESST'' 

SnbjecU. 

If 

Bnbjeob. 

II 

Subjeets. 

£1 

SuMecB. 

1^ 

if 

fe::: 

«tter  wrltTne 
tonveretonol 
currency.... 

Its 
15 

S 

1   Spelling 

liw 

10 

20 
!0 
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10 

10 
100 

iSSSla;:::; 

3.  LeKer  wHtlng. 
TotJd 

b!  Letter  wriUiig"!; 

.  Letter vritlug... 
6.  U.S. geography.. 

20 
30 

20 

— 

ol  both  clerk  and  carrier  la  poM-otBcea. 
RKTENDE. 


(Time aUoired,  Ahonn.) 

(Tlmeallowed.  41  hours.) 

Subjecta. 

If 

SubJecM. 

It 

i 

1   Arlth      tl 

tn 



[□  the  deputy  collector  and  clerk  examinatiou  the  spelling  teat  is  of  about  the  same 
i;ree  of  difficulty  as  that  for  first  grade.  The  second  subject,  arilhmetic,  com- 
ses  fnndamenlst  operations,  common  and  dedmal  fractiona,  and  practical  prob- 
□B  in  the  elementsof  perceutage  and  mensuration.  Thie  Bubject  is  of  approximate!}' 
i  same  d^ree  of  difficulty  aa  the  firat-grade  arithmetic  in  the  custom-bouse  esam- 
ition,  but  the  questions  relate  more  particularly  to  problems  which  may  arise  in 
3  intemal-revenae  service.  The  test  in  elements  of  accounla  is  similar  to  the  fifth 
riblem  in  first^^iade  arithmetic. 

fu  the  sterekeeper-gauger  examioatioa  the  subject  of  arithmetic  comprises  fuuda- 
tntal  operations,  common  and  decimal  fractions,  and  practical  problems  in  the 
!ments  of  mensuiation.  This  subject  is  of  approsimately  the  same  degree  of  diffl- 
Ity  aa  the  second-giade  arithmetic  in  tbe  costom-house  examination,  but  the 
estions  relate  more  particularly  to  problems  which  may  arise  in  the  intemal- 
renue  service.  Tbe  copying  exerdee  consists  of  a  teat  in  copying  figures  amilged 
the  form  of  a  table  and  also  a  few  printed  lines. 
(») 
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SPECIMEN  QUESTIONS. 

FIBfiT-OBASi:  •  BXAUIN  ATION. 

ro:  Twenty  worda  of  more  than  average  difficulty.  3.  AaiTHifETic: 
.  rule§,  fractions,  percentage,  interest,  disconnt,  analysts,  and  statement 
«unt8.  3.  Penuanbhip:  Marked  gn  legibility,  rapidity,  nestneea,  and 
irance,  4,  Lettbr  wsitino:  Teat  in  the  use  of  the  English  language  for 
espondence.  B,  Convbbsion  opcurerncy:  Testa  in  the  convereion  of 
;nch,  German,  or  Spanish  currency  into  United  States  currency. 
lY:  Questions  relating  to  the  boundariea  of  States  and  to  capitals,  largest 
and  other  bodies  of  water,  and  the  location  by  States  and  foreign 
irominent  cities. 

ing  questions  and  teets,  which  have  been  used,  indicate  the  general 
heee  subjects: 

I,— Spelling.— Spelling  Is  dlcut«d  by  the  eiaminer.  Tbe  wordg  ore  written  by  the 
leblankBpaceslndlcailedoii  the  flist  sheet  of  the  eismlnatlon.  All  words  ahonia  be 
Hi  capital  letters.  The  eiamlaer  pronounces  ettch  wotd  and  gives  Its  definition, 
is  required  to  wriM  only  the  word  uid  not  its  deflnitlon, 

ag,  round  body.  Promisaory;  Contalniuga  promise;  as,  a  promissory  note.  EatetUiai: 
lispenuble.  IHtcimible:  Apparent  or  visible.  Opportimitu:  Ailt  ononvenienl  time, 
or  tricky,  Deftrtmee:  Respeet  or  regard.  Jnserlion;  The  act  of  placing  In;  as,  the 
adeertisement.  FhcHOaU:  To  make  easy;  as,  to  facilitate  business.  SdieMdadj/:  A 
^  States.  Adjacent:  Lflngnear  or  bordering  on,  Sojtaenir:  A  token  of  rcmembraQee. 
ling  or  giving  op;  as,  conceding  a  point.  Lineages  Tine  of  descent  or  ancestry;  as, 
>.  Ddeleriout:  Hanntul  or  injurious;  as,  deleterious  lo  health.  Uonvaital:  On  a 
ny:  An  Estate  Inherited  from  one's  lather.  Certificate:  A  written  testimony;  as,  a 
cale.    Raervair;  A  place  of  storage;  as,  a  water  teserroir.    Privilege:  A  right;  as,  the 

set— Arltlmietle.— In  solving  problems  the  pioci 
es  necessary  in  solving  each  problem  should  l>i 
be  indicated  by  writing  "  Ans."  after  it. 

on  comprises  a  test  in  adding  numbers  crosswise  and  lengthwise.  There  are  usnally 
A  about  twelve  Dmnbers  each  to  be  added,  2.  Divide  Alfg  by  7J,  multiply  the  qno- 
to  the  product  add  O.DKOT  of  2U.S.  3.  A  father  invested  a  sufficient  sum  of  money  in 
s  at  97),  brokerage  i  per  cent,  lo  give  his  son  an  annual  income  of  11,200.  What  waa 
37  4.  The  appropriation  (or  the  Civil  Service  Coromlsaion  for  the  fiscal  year  ended 
as  S3S,340.  During  that  year  60,000  persons  were  examined.  If  34  per  cent  of  this 
a  pass,  and  17t  per  cent  of  those  who  pawed  were  appointed,  what  was  the  average 
romeut  of  each  appolntmentt  O,  On  April  1, 190),  Amos  Ward  owed  Graves  &  Coon 
It,  April  A,  he  sold  them  6S  barrels  potatoes  at  S2.75  per  barrel,  April  6,  he  gave 
HI  San  Francisco  for  tl,S60,  which  they  accepted  at  i  per  cent  discount.  April  9,  they 
lusbela  com  at  S81  cents  per  bushel.  April  ]6  they  bought  of  him  2,960  feet  lumber 
Ited  feet.  ApriU9,  they  sold  htm  Mi  dozen  chaiis  at  BO  cents  each.  April  21,  Ward 
l,2B0  eggs  at  14  cent«  per  dozen.    April  28,  he  gave  them  a  note  for  tl,S20  due  in  60 

he  bought  of  them  2,9S0  pounds  hay  at  (IS  a  l«n.    Make  an  Itemized  Etatement  of 

nt  as  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading;  close 

1  bring  down  the  balance  as  It  should  have  appeared  Uay  1, 1904. 

ct— Fenmansbip.—The  rating  on  pctimanshlp  will  be  determined   by  legibility, 

es,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  formation  of 

nd punctuation  marks,  in  the  exercise  of  the  fourth  subject— letter  writing.    Nopar- 

>enma[kBhip  Is  piefeited. 

Bot— Letter  ■Writliig.- The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 

e  loUowlng  subject  has  l>een  used:  Write  a  letter  ol  not  less  than  150  words,  giving 

the  advantages  and  disadvantages  of  employment  in  the  departmental  service  in 

IS  designed  to  test  the  competitor's  knowledge  of  simple  Etigllsb  composition  and  bis 
ince.  In  rating  the  letter,  Its  errors  in  form  and  address,  in  spelling,  capitaliiaUon, 
itax,  and  style,  and  its  treatment  of  thesubject,  are  considered, 
t — Conversion  of  Cnrrency.— The  competitor  is  required  to  extend  the  en  tries  so  as 
gn  money  and  in  United  States  money  the  total  cost  of  each  item  and  the  total 
^  Statts  money.    The  work  is  to  be  done  on  scratch  paper  and  need  not  be  shown 


No.  1.    (i^iHCH  Invoice.) 

French 

United  Stales 

Franc. 

Dolls. 

Cts. 

„£St«T£n'5°Si>i 

".^^ 

United  SUtei 

UftCkB. 

Dolls. 

Cts. 

ea  coDvenloD  of  Englisli  nnd  either  Fieacb,  Gemun,  Italian,  or  Spanieh  currency 
1  requirements 


a  exceed  tt 


.— N.  B.— Competilora  are  caut 

their  anewers,  aa  no  credit  will  be  given  for  additloDal  informatlan. 
lefollowa:  Two  that  border  on  the  Columbia  Klvet;  two  Ihatborderon  both  the 
lolppi  rivets;  two  that  border  on  both  Virginia  and  the  Ohio  Kiver;  two  that 
sen  two  fliat  border  oa  the  Savaoiuih  River.    9.  Id  what  Stale  Is  each  of  the 

Penobscot  Bay,  Corpus  Chriatl  Bay,  Puget  Bound,  Peart  River,  Oneida  Lake. 
St  dty  in  each  of  the  foUowlug-named  Stales,  and  name  the  river  or  body  of  water 
/  required  is  situated:  Connecticut,  Mississippi,  Nebraska,  Mtnnesota,  Ohio,  4.  In 
1  of  the  Collowlng-hamed  prominent  cities  located:  Raciue,  Bangor,  All^beny, 
Los  Angeles,  Sbreveport.  Fargo,  Evanevllle,  Ogdeimbuig.  s.  fn  what  loreigu 
ir  poaaesaion  is  each  of  the  following-named  prominent  cities:  Bremen,  Buenos 

Cape  TovD,  Havre,  Melbourne,  Addanople,  Ottawa.  Teheran,  Panama. 

SECONV-GBADH:   EXAMIMATION. 

:  Twenty  wordeof  average  difficulty  in  common  use.  2.  Akithmitic: 
^ion,  subtraction,  multiplication,  and  division  of  whole  nnmbere,  and 
jcimal  fractione.  3.  Lbtteb  wbitino:  Test  in  the  use  of  the  English 
sineea  correspondence.  4.  Penmanship:  Marked.on  legibility,  rapid- 
id  general  sppeanuce.  S,  CoPTiKQ  PBOM  PLAIN  copy:  Anesactcopy 
L.linea,  in  competitor's  handwriting.  6.  Gboobafhv:  QueationB  relate 
td&ries  of  States,  and  to  capitals,  largest  cities,  rivers  and  other  bodies 
he  location  by  States  of  prominent  cities. 

ig  questions  and  tests  which  have  been  used  indicate  the  general 
see  subjects: 

-SpelUDB^^pelUns  is  dictated  by  the  examiner.  The  words  are  written  by  the 
blank  spaces  indicated  on  the  first  sheet  of  the  exaihination.  All  words  should  be 
capital  letters.  The  examiner  prononnces  each  word  and  gives  its  definition, 
required  to  write  only  the  word,  aod  not  its  deflnition, 

who  opposes;  as,  a  polltli:al  opponent.  PreiidaiL-  The  Chief  Bieculive  of  the 
m7aen>r,' One  who  conquers.  ITAoifsonif.' Healthful;  as,  oholescme  food.  Adiifiit; 
lileve  success.  TranquU;  Qolet  or  peaceful,  Detach;  To  sepamte  or  remove;  as.  lo 
a  a  book.  Eiperuiiiie:  Very  costly.  Dtxeaie:  Death;  as,  a  person's  decease.  Xotice- 
lalice;  as,  a  noticeable  occasion.  Suspfeiinu.-  Exciting  suspicion;  as,  a  suspicions 
ema:  A  raised  bank  of  earth.  Rappins:  Making  a  number  of  quick  blows.  Lan- 
bol  a  people;  as,  the  English  language.  ScheduJe;  A  list  or  Inventory;  as,  asched- 
/ing:  Binding  or  fastening  with  a  cord.  Vulgar:  Low  or  mean.  Cburse.'  A  way  or 
nurse.    Solars:  Astated  allowance  paid  forserviees.    (^nettgo;  A  city  In  the  United 

ct— AilUuneUe.— In  solving  problems  the  ptocenes  should  be  not  merely  Indl- 
figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  anawer 
tboald  be  Indicated  by  writing  "An*."  after  It. 

owing,  and  from  the  sum  subtract  EI2,Sg6,69t  (here  will  be  given  a  short  column  of 
aply7Aby  36.B,anddlvlde  theproduct  by  l.S!.    Solve  by  decimals.    3.  A  carrier 
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can  aasort  IS  letters  or  ST  papers  In  a,  minute.  At  this  rate,  hav  many  boon  will  it  take  him  to 
assort  3.666  letten  and  186  poanda  of  papen,  aTersfflug  T  papers  to  the  poundT  4.  A  lot  wMcli  was  SS 
feet  vide  and  160  feet  long  sold  foe  tS,S4T.50,  wblGh  was  one-foarth  more  than  it  cost.  What  vas  the 
cost  per  sqoare  tool?  S.  In  a  nertaln  mall  there  are  2M  pounds  14  ounces  of  newspapers  weighing  at 
the  i»te  o(  3  papers  to  every  7  ouncea.    How  many  papers  are  there  In  the  mall7    16  ounee8=l  pound. 

Third  Sab)c«t--I.etter  WriUnB.— The  competllor  is  permitted  to  write  on  either  one  of  two  enb- 
lecU  giTen.    The  following  subject  has  be«n  used: 

Write  a  letter  of  not  less  than  126  words  giving  your  views  as  to  the  advantages  derived  from  Iree 
puhlia  llhraiiea  In  tbe  principal  cities  of  yont  State.  This  exercise  is  designed  chiefly  to  test  the 
competitor's  eliill  in  simple  English  composttlon.  In  rating  Ibe  letter  its  errors  in  form  and  addren, 
in  spelling.  CBpilallzation.  punctuatiOD,  syntax,  aod  style,  and  its  adherence  to  the  subject,  will  be 
considered. 

FoDTtb  Snlidect— Penmnnshlp.— The  rating  on  penmanship  wlU  be  determined  by  legibility, 

words,  letters,  and  punctuation  marks  in  the  eierclseof  the  subject  of  eopylngfrom  plain  copy.  No 
particular  style  of  penmanship  is  preferred, . 

EIRhSnbJeet— Copying  from  Plain  Copy.— N.B.— Paragraph,  spell, capitalize,  and  punctuate  pre- 
olselyaslncopy.    All  omissions  and  mlstalieswill  betaken  Into  conslderatlob  In  rating  this  subject. 

Mote  an  etad  twiUen  cop)/  o/Uie/oUoaing; 

Ko  recommendation  of  an  applicant,  competitor,  or  eligible  Involving  any  disclosure  of  hispolit- 
fca]  or  religious  opinions  or  affiliation  shall  be  received,  filed,  or  considered  by  the  Commission  by 
any  board  of  eiamlnera,  or  by  any  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
tions, or  in  imposing  punishment  lor  delinquency  or  misconduct,  penalties  like  In  character  shall  be 
Imposed  for  like  otTenses,  and  action  thereupon  shall  be  taken  Irrespective  of  the  political  or  relig- 
ious opinions  or  affiliations  of  the  offenders.  A  person  holding  a  position  on  the  date  said  position 
Is  classiaed  under  the  civil-service  act  shall  be  entitled  to  all  tbe  rlghls  and  beneflla  piias^sed  by 
petsoDs  of  the  same  class  or  grade  appointed  upon  examination  under  the  provisions  of  said  act. 

aixtb  SnliijBct—GmigrHphj.— Questions  are  similar  to  those  shown  under  flrat  grade,  except  that 
no  queationB  relating  to  foreign  cities  are  Included. 

BsTenth  Snlitlect— Rfiadlng  Addresses  (Postal).— This  exercise  consists  of  tbe  reading  of  a 
nmnber  of  written  addresses,  which  are  photolithographed  on  one  sheet.  A  second  sheet  is  fur- 
nished, which  contains  tbe  same  addresses,  these  addresses  being  prlnled  and  containing  errors  of 
omlnion,  substitutlati.  or  insertion.'  The  competitor  Is  required  to  Indicate  the  errors  in  each  printed 

address  by  underscoring  with  a  pencil,  thus. ,  any  portion  of  a  printed  address  which  is  not  a 

correct  copy  of  the  written  address,  and  by  a  caret,  thus,  A  ,  any  omitted  words,  figures,  or  Initials. 
Words  abbreviated  In  the  written  address  but  printed  in  full  in  the  printed  address  are  regarded  as 
correct  il  the  correct  words  are  printed.  Dlflerenees  in  punctuation  or  capitalization  are  not  regarded 
aserrars.    The  time  allowed  will  be  limited,  and  tbe  rating  will  be  determined  on  accuracy  only. 

The  followlngare  Illustrations  of  the  method  which  should  be  pursued  In  Indicating  errors: 


WRITTEN  ADDRESS— CORRECT. 


^. 


Q^V 


-^^•^-tf^.c^aC'tf*-' 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Theodore  M.  Uartln,  Foreman  A  Water  Works, 

High  Road.  Qrand  Forks,  North  Dakota. 
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WRrrrBN  address— correct. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED.  • 

Major  A  A.  T.  Cbandler. 

Fort  Thompeon.  Alden  Count;,  Alsbuno. 
THUCD-ORADB  EXAHINATJON. 

Spkllisg:  Twenty  simple  words  in  ordinary  use,  2.  ABiTHMBnc:  Embraces 
OD,  BDbtractJon,  multiplication,  and  division  of  whole  numbers  and  of  United 
money.  3.  Lbttbrwritino:  Test  in  the  nee  of  the  English  langua^  for  busi- 
jirespoDdeDce.  4.  Pbnuanship:  Marked  on  lability,  rapidity,  neatneoi,  and 
,1  appearance.  5.  Ck>PYiNQ  Ffiox  plain  copy:  An  exact  copy  of  a  few  printed 
in  competitor's  handwriting. 

following  questions  and  teste  which  liave  been  used  indicate  the  general 
ter  of  these  subjects: 

Subject— SpelUni: Spelling  ia  dictated  by  the  eiuulnei.    Tbe  words  are  written  by  the 

tor  Id  tbe  blank  spaces  indicated  on  the  SretebeeCoI  the  eiamlnaUon.    All  wonle  should  be 
ced  with  capital  lettere,     Tbe  examiner  pronounces  each  word  and  gives  its  defluittou. 
petiloc  Is  required  to  write  only  the  word  and  not  its  deflnltlon. 
A  sweet  subsUnve  mode  from  tbe  julc«  of  tbe  sugar  cane.    Hedge:  Sometblng  given  as 

Oahier:  One  who  bas  charge  oC  moner  In  a  bank.  Pignre:  A  mark  representing  a  Qumbei. 
;  Conveying  or  tianqiorting  in  any  way.  Breadth:  Tbe  measure  f  lom  side  (o  side.  Sieel: 
unt  of  paper  made  In  oue  body  or  piece;  as,  a  sheet  of  paper.  EatOn:  In  an  easy  manner. 
The  border  or  limits  Of  a  country.  Patience:  The  state  or  qoallty  of  being  patient.  Ouem: 
Cgueasingi  as,  togness  at  one's  weight.  Ureal.- Tbe  aot  ol  threateniDg;  as,  to  make  a  threat. 
■  A  precious  gem.  Vieil:  To  go  to  see;  as,  to  visit  a  friend.  Bepair:  To  mend  ormake  over; 
air  clothes.  People:  The  body  ol  persons  composing  a  nation;  as.  the  American  people. 
to  be  in  need  of;  as.  to  require  money.  <?rea*e;  Soft  animal  fat.  Antuer:  To  reply  to;  as, 
a  letter,     ficfaf;  To  live;  as.  to  exist  in  poverty. 

Sut^ect— ArtUimetlc.- In  solving  problems  tbe  processes  should  be  not  merely  indi- 
.  all  tbe  flgurea  necessary  In  solving  eaob  problem  ahoDld  be  given  iu  fall.  Tbe  answer  le 
lem  should  be  indicated  by  vrriUng  "Ans."  after  it 

question  will  consist  ol  a  short  columu  of  figures  to  be  added.)  2.  Divide  2,408,BSa  by 
Multiply  H,643  by  6IM,  and  then  subtract  es,T46.  4.  A  merchant,  who  spent  (225,  bought  Si 
butter  at  30  ccntsper  pound,  84  barrelsol  apples  at!2.26per  barrel,  and  spent  tbe  remainder 

How  much  did  he  epend  for  coffee?    a.  During  tbe  month  of  August  460,000  busbels  of 

0  shipped  frt>m  a  certain  port.  During  September  S7,3€0  more  bushels  were  shipped  than 
(USt.     What  was  the  total  number  of  btishels  shipped  in  the  two  mouths? 

■ttlect — letter  Writiiig.- Thciompelltor  Is  permitted  to  wrile  on  either  one  of  two  sub. 
,     Tbe  following  subject  bas  been  used; 

;tter  containing  not  less  tban  100  words  slating  some  of  the  advantages  now  derived  by 
■om  the  ortot  printing.    This  exercise  la  designed  chiefly  to  teat  the  competitor's  skill  In 

1  isti  compost tlon.  In  rating  tbe  letter  Its  ernin  In  form  and  address.  In  spelling,  capitall- 
ctUBtion,  syntax,  and  style,  and  its  adbcreuce  to  tbe  subject  will  be  considered. 
•uliject — Ponnmnship.- The  rating  on  penmanship  will  be  determined  by  legibility, 
atneas*  and  general  appearance,  and  by  correctness  and  uniformity  In  the  formation  of 
rs.  BDd  punctuation  marks  In  the  exercise  of  the  flftb  subject— copying  from  plain  copy. 
IT  style  of  penmanship  Is  preferred.  • 

Ject — Copying  from  FliUn  Copy.— N.  B.— Paragraph,  spell,  capltftllte,  and  punctuate 
In  tlie  copy.   All  omissions  and  mistakes  wilt  be  taken  into  consldenilloa  In  raUng  tbis 
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taJie  an  exact  mrillea  copi/  ofthefMoaing: 

?he  pment  postal  policy  la  t«  carry  Denspapen  Id  some  oasea  fr«e,  and  Id  all  otber  cacea  at  mnch 
rer  rates  of  postage  tban  Is  cha^;ed  tot  letter  the  one  being  lor  the  public  weal,  vhUe  the  other 
orpiivBte  benefit.  T[  the  telegraph  becomes  a  part  of  the  service  It  will  still  be  thedntyot  the 
parlment  to  transmit  telegrams  lor  the  press  at  much  lower  rates  than  tor  private  Iiidlviduala. 

RIEF  OUTLINE  OF  THE  RULES  FOR  RATING  EXAMINA- 
TION PAPERS  —POST-OFFICE,  CUSTOM-HOUSE,  AN1> 
INTERNAL-REVENUE  SERVICE. 

As  soon  as  practicable  after  an  examination  the  papers  of  the  competitors  are  rated 
d  the  average  percentage  of  each  ascertained,  and  competitors  notified  whether 
ey  pasB  or  fail.    The  followinj;  ie  a  brief  outline  of  the  rnles  for  rating: 

RDLBS   FOR  BATIHS   BFELLINQ. 

From  100 
deduct— 

For  each  error  In  spelliag  when  tbeexenilBe  conslstsof  20  words- _- ------.---.^-.,-.-      6 

For  each  error  In  capitalltatlon 1 

For  each  (allure  to  use  or  tor  each  wrong  oae  o(  the  hyphen  and  for  each  Improper  division  of 
a  word  into  a  compound  word  when  required  to  be  written  solid i 

From  100 
dedncl— 
For  each  wrong  procees,  produelng  incorrect  result.  In  proportion  to  Ibe  number  of  eteps 

Involved  and  gravity  ol  enor 10  to  100 

For  decimal  error  and  lor  each  evasion  of  a  decimal  or  common  fraction  test US 

For  each  error  in  computation  or  in  copying  from  the  printed  qnertlon  or  from  work 10 

For  minor  errors,  such  as  wrong  Indlcslion  of  a  correct  proceBH,  incorrect  or  IneonBielent 
punctuation,  Improper  use  of  symbols  of  designation.  Improper  or  incorrect  desigoa- 

tlon  of  a  partial  orflna!  result,  etc 5  to  10 

For  failure  to  show  work  as  required  in  soluUon  ol  problems •&ta^h 


n  ntlng  the  letter  lis  enots  in  form  and  address,  in  Bpelling.  capitalization,  punctuation,  syntax. 
1  style,  and  its  adherence  to  and  treatment  ol  the  subject  given  are  considered  and  Its  value.  In 

n  determining  the  mark  for  letter  writing  it  is  proper  for  the  examiner  to  be  guided  in  a  general 
y  by  the  following  scheme:  Eicellent,  95  to  90:  good,  00  to  80;  fair,  80  to  M;  ordinary,  70  to  00; 


'enmanship  ts  rated  according  to  its  value  on  a  scale  of  ) 

words,  letters,  and  punctuation  marks,  are  considered,  e 
a  general  way  by  the  following  scheme:  Excellent.  00 


W.  In  determlDlng  Ibe  ratlikg,  l^lblllty, 
ectnesB  and  uniformity  in  the  formation 
Id  it  is  proper  for  ei 


to  50;  iKlow  the  grade  of  "  very  poor,"  60  to  10 


deduct— 

For  each  wort  or  figure  omitted,  repeated,  submtuled,  or  improperly  inserted S 

For  each  error  in  spelling,  for  eacb  transposition,  far  each  abbreviation  not  in  the  copy,  for 
each  failure  to  capltaliae  according  to  copy,  for  each  failure  lo  pancluate  according  to  copy. 
for  eacb  failure  to  indent  margin  as  In  copy,  for  each  error  in  paragraphing,  and  for  iiregU' 
larlty  in  left-hand  margin B 

For  eacb  misdivlalon  of  a  word  at  Jhe  end  ol  a  line,  for  each  omission  or  improper  use  of  the 
hyphen  in  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered,  Inlerlfned,  or  can- 
celed, for  each  blot  or  minor  erasure,  if  not  neat I 

For  any  other  deviation  from  copy  not  covered  by  the  foregoing,  charge*  aifl  nyuje  in  tlia 
dificreUon  of  the  examiners. 
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Tallngtli<ainb}ei:(e«cbaDiTwerts  rated  ia  the  jadgmeDtof  the  exuntoen  according  to  tti  T*1ne 

tmlhequeMIODiequirelin  the  anawer  a  ■peclfied  numbtt  of  SU(«a,  couDtrles,  cities,  rlveis.  or 
uofwalen,  etc.,  and  the  anawer  contains  a  greater  number  than  Is  required  b7tbe  qnestioD,.iio 
I  ahill  be  given  for  the  uiBwei  it  an;  part  or  point  is  Incoirect,  thus  rendering  the  anewer 


rallDg  CD  tlili  nibject  la  for  accuracy  oaly.  A  cbaige  of  !  la  made  lor  each  enor  or  ominlon  la 
( the  erron  on  the  printed  sheet  when  compared  with  the  correct  written  addresses  given. 
iOemice  belweea  the  sum  of  the  errors  thua  louud  and  100  la  the  latlUE  on  tbla  subject. 


3li  error  hi  Ihe  readltolany  lt«m 10 

dit  of  70  nl]l  be  given  If  the  eiamlnalloa  la  completed  In  the  maximum  time  of  Ave  bouts 
I,  For  each  Inteno.!  of  flie  minutes  less  Ihaa  the  maximum  lime  a  credit  ol  1 1n  addition  to 
be  giien.  For  completing  tbe  eiamlnatloD  In  two  and  one-batf  hours  or  leaa  tbe  maximum 
of  100  will  be  given.  No  credit  will  be  given  for  time  nnlaw  the  average  percentage  on  the 
og  subjects  la  at  least  70. 

>rder  of  the  ComiDiBBion: 

John  C.  Black, 

PreMdetd. 
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{h)  Who  has  failed  after  probation  to  receive  absolute  appointment  to  the  poaitioa 
for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of  hia 
probationar]'  service. 

(i)  Who  has  made  a  false  atatement  in  his  application,  or  has  been  guilty  of  fraud 
or  deceit  in  any  manner  connected  with  his  appUcstion  or  examinatiou,  or  has  been 
guilty  of  crime  or  infamous  or  notoriously  disgraceful  conduct 

( j)  Who  has  been  discharged  for  desertion  from  the  military  or  naval  service  of 
the  United  States  under  section  1998,  Rerised  Statutes. 

POST-OFFICE  SEBVICB. 

Application  Form  1371. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  however,  in  the  cases  of 
persons  honorably  discharged  from  the  military  or  naval  seTvicebyreaeono/diiabiiily 
resulting  from  wounds  or  sickness  incurred  in  the  line  of  dnty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women  who  are  separated  from  their 
husbands  and  support  themselves. 

Applicants  for  the  Poet-Office  Service  are  required  to  be  phyBtcally  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Poet-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-l^ged  persons,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Applications  from  per- 
sons who  have  any  of  the  physical  defects  mentioned  will  be  canceled  unlen  such 
persons  were  honorahly  discharged  from  the  military  or  naeoi  eervice  by  reason  oj  di»a- 
bilUi/ retulting  from  wounds  or  Kiekneisincarred  in  the  line  of  duty.  (See  paragraph  (c), 
page  1 ,  for  physical  defects  which  will  debar  pereons  from  any  examination. ) 

Male  applicants  must  men^ure  not  less  than  5  feet  4  inches  in  height  in  Yiefe  feet, 
and  weigh  not  less  tlian  125  pounds  without  overcoat  and  bat.  Female  applicants 
are  not  required  to  he  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pagee  9, 11,  and  12. 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in 
their  applications,  indicating  the  length  of  time  they  have  served,  as  additional 
credit  of  1  per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  to 
exceed  five  years,  the  total  aven^  percentage  not  to  exceed  100. 

Examinations  for  the  following  offices  will  be  held,  as  far  as  practicable,  on  tha 
fiist  Wednesday  or  Saturday  after  the  15th  of  November  of  each  year: 


Norristown,  Pa."        Trenton,  N.  J. 
Oil  City,  Pa.  Tyrone,  Pa. 

Perth  Amboy,  N.  J.  Uniontown,  Fa,. 
Philadelphia,  Pa."  ,  Warren,  Pa. 
Pittsburg,  Pa.  Washington,  Pa. 

Pottaville,  Pa.  West  Chester,  Pa. 

Beading,  Pa.  Wilkes-Barre,  Pa. 

Scranton,  Pa.  Williamsport,  Va. 

r.J.  South  Bethlehem,      Wilmington,  DeL 
York,  Pa. 


Allegheny,  Pa.  Erie,  Pa. 

Allentown,  Pa.  Franklin,  Pa. 

Altoona,  Pa.  Greensbnrg,  Fa. 

Asbury  Park,  N.  J.  Harrisburg,  Pa. 
Atlantic  City,  N.  J.  Johnstown,  Pa. 
Braddock,  Pa.  Lancaster,  Pa. 

Bradford,  Pa.  Lebanon,  Pa. 

Camden,  N.  J."  McKeesport,  Pa. 

Chester,  Pa."  New  Brunswick,! 

Easton,  Pa.  Newcastle,  Pa.  Pa. 

East  Pittsburg,  Pa. 

Blank  forms  of  appHcation  may  be  obtaineil  at  any  time  either  from  the  secretary, 
Third  Civil  Service  District,  Poat-Offlce  Building,  Philadelphia,  Pa.,  or  from  the 
local  secretary  at  the  office  where  appointment  is  desired.    The  application  when 
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coted  mnat  be  filed  irith  the  District  Secretary  at  Philadelphia  not  later  than  4.S0 
n.ontht  (Wrd  Monday  in  October.  Applieationa  received  after  that  time  will  be 
]  for  (be  neit  subsequent  examination. 

or  tlie  following  offices  the  names  ol  male  eligibles  will  be  entered  on  onljr  one 
Iter,  namely,  the  clerk  or  the  carrier  renter,  and  male  applicants  for  tboee  offices 
I  iiidioaU  m  their  apjdicalUitu  whether  they  desire  the  position  of  derk  or  earrUr: 
^heny,  Pa.  Easton,  Pa.  New  Castle,  Pa.  Wilkes-Barre,  Pa, 

Dtown,  Pa.  Erie,  Pa.  Philadelphia,  Pa.        Williamsport,  Pa. 

jona,  Pa.  Harriabtirg,  Pa,  Pittsburg,  Pa.  Wilminfston,  Del. 

Jitic  City,  N.  J.    Johnstown,  Pa.  Beading,  Pa.  York,  Pa. 

iden,  H.  J.  Lancaster,  Pa.  Scranton,  Pa. 

iter,  Pa.  MoKeesport,  Pa.        Trenton,  N.  J. 

request  for  a  change  in  the  designation  of  the  positio: 
;  be  made  in  writing  and  received  by  the  District  Becretary  o: 
e  esaminatiou;  otherwise  no  change  will  be  made. 
le  name  of  each  male  eligible  for  any  post-office  not  mentioned  in  the  preceding 
^ph  will  be  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
will  be  certified  in  its  order  to  vacancies  occurring  in  the  position  of  either  male 
or  carrier,  without  regard  to  any  choice  of  position  expressed  by  the  eligible 
s  application.  Male  eligibles  will  be  entitled  to  three  certifications  from  the 
-clerk  register  and  three  certifications  from  the  carrier  register.  FaUnre  of 
Jon  from  one  register  or  declination  of  appointment  when  selected  will  not  affect 
ligible's  etanding  on  the  Other  register.  Appointment  from  either  re^Ster  will 
ve  the  eligible's  name  from  both  roisters. 

the  Fost-Offlce  Service  appointments  are  made  usually  to  the  position  of  substi- 
ilerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their  orig- 
ppointments  to  the  flrat  vacancies  occurring  in  r^ular  positions, 
rka  in  offices  of  the  first  and  second  class  and  carrierainthe  city  delivery  service 
vided  into  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade,  salary 
third  grade,  salary  $900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary  $1,100; 
p^e,  salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
lively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
ted  Bucceesively  to  the  fourth  grade. 

iromotions  of  both  clerks  and  carriers  will  be  made  at  the  beginningof  thequar- 
owing  theexpiration  of  a  year's  service  in  the  next  lower  grade.  No  promotion 
made  exrcept  upon  evidence  satisfactory  to  theTost-Office  Department  of  the 
cy  and  faithfulness  of  the  employee  during  the  preceding  year.  When  a  clerk 
ier  fails  of  promotion  because  of  unsatisfactory  service  he  may  be  promoted  at 
•inning  of  the  second  quarter  thereafter,  or  of  any  subsequent  quarter,  on  evi- 
hat  his  record  basbeensatisfactoryduringthe  intervening  period.  Clerks  and 
of  the  highest  grade  in  their  respective  offices  are  eligible  for  promotion  to  tbe 
positions  in  said  post-offices. 

:lerk  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eUgible 
■ifer  to  the  service  of  a  elerk. 

iary  employees  are  paid  for  actual  service  at  the  late  of  80  cents  an  hour.  Buch 
y  employees,  however,  are  required  towwk  not  less  than  two  botm  daily  and 
/B  BB  substitutes.  They  are  eUgible  for  appointment  as  clei^  and  cuiieis  of 
grade. 

tates  are  paid  at  the  rat«  of  30  cents  an  hour  when  serving  for  absent  clerks 
era,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as  deria 
iers  of  the  first  Ktade. 


),.vGoo<^Ic 


Eaamiiwtiona  for  the  following  offices  will  be  bdd  only  when 
(daeatmoiinceinetitof  which  will  be  made),  and  application  blai 
out  nnti]  the  examinations  are  announced: 


Ambler,  Pa.<< 
Ardmore,  Pa." 
Ashland,  Pa. 
Athens,  Pa. 
Bangor,  Pa. 
Beaver  Falls,  Pa. 
Bedford,  Pa. 
Beltefonte,  Fa. 
Berwick,  Pa, 
Bethlebem,  Pa. 
Blairaville,  Pa. 
BlooniEbnrg,  Pa. 
Bridgeton,  K.J. 
Bristol,  Pa. 
Brookville,  Pa. 
Burlington,  N.  J.o 
Bntler,  Pa. 
Cannonsbnrg,  Pa. 
Cape  May,  N.  J. 
Carbondale,  Pa- 
Carlisle,  Pa. 
Carnegie,  Pa. 
Cfttasauqua,  Pa. 
Chambersburg,  Pa. 
Charleroi,  Pa. 
Clearfield,  Pa. 
Coatesville,  Pa. 
Columbia,  Pa. 
ConnellBville,  Pa. 
CoDshohocken,  Va." 
Corry,  Pa. 


DftDTille,  Pa. 
Darby,  Pa." 


Dovei 


Del. 


Doyleslown,  Pa. 
Dnboif,  Pa. 
Duquesne,  Pa 
EUwood  City,  I^ 
Freehold,  X.  J. 
Gettysburg,  Pa. 
Gloi 


Greenville,  Pa. 
Grove  Cily,  Pa. 
Haddonfield,S.J.' 
Hanover,  Pa, 
Hszleton,  Pa. 
Hollidayeborg,  Pa. 
Homestead,  Pa. 
Honesdale,  Pa. 
Huntingdon,  Pa. 
Indiana,  Pa. 
Irwin,  Pa. 
Jeannette,  Pa. 
Kane,  Pa. 
Kittanning,  Pa. 
Lake  wood,  N.  J, 
Umedowne,  Pa.« 
Latrobe,  Pa. 
Lewisbn^,  I^. 
Lewistown,  I^ 
Lock  Haven,  Pa. 


Long  Branch,  N.  J. 
Mahanoy  City,  Pa. 
Hanch  Chunk,  Pa. 
UcKeee  Bocks,  Pa. 
Meadville.  Pa, 
Mechanicabnrg,  Pa. 
Media,  Pa." 
Merchant  ville,  N.  J." 
Middletown,  Pa. 
City,    Millville,  N.  J. 
Milton,  Pa. 
Honeasen,  Pa. 
Monongabela,  Pa. 
Moorestown,  N.  J. " 
Mount  Cannel,Pa- 
Monnt  Holly,  S.  J." 
Mount  Pleasant,  Pa. 
Nanticoke,  Pa. 
New  Brighton,  Pa. 
New  Kensington,  Pa. 
Ocean  City,  N.  J. 
Ocean  Grove,  N.  J, 
Philipebnrg,  Pa, 
PhilUpsburg,  S.  J. 
Phoenix  ville.  Pa. 
Pittston,  Pa, 
Plymouth,  Pa. 
PottHlown,  Pa. 
Princeton,  N.  J. 
Pnnxsutawney,  Pa. 
R«dbank,  N.  J. 


Wilmerding,  Pa. 
Woodbury,  N.  J.a 


CUSTOM-HOUSE  SERVICE. 


Candidates  for  appointmentfl  in  the  customs  service  must  be  not  lees  than  21  nor 
more  than  55  years  of  age,  of  suitable  physical  condition,  and  mentally  qualified.  If 
otherwise  duly  qualified,  tbe  limitation  as  to  age  will  not  apply  to  honorably  dis- 
charged United  States  soldiers  or  sailors. 

There  are  three  grades  of  examinations  given  for  positions  in  the  custom-house 
service.     For  description  of  examinations  see  pages  9  to  15. 

The  first-grade  examination  is  given  for  the  positions  of  clerk,  day  inspector, 
storekeeper,  and  deputy  officer,  but  not  for  chief  or  principal  deputy  collector. 
Application  Form  1371. 

The  second-grade  examination  is  given  for  tbe  positions  of  assistant  weigher,  mes- 
senger, and  sampler.     Application  Form  1371. 

The  third-grade  examination  is  given  for  the  positions  of  attendant,  classified 
laborer,  foreman,  inspectreas,  janitor,  night  inspector,  porter,  and  watchman.  Appli- 
cation Form  1371. 

The  examination  for  opener  and  packer  will  consist  of  the  third-grade  subjects, 
'  with  a  weight  of  10  per  cent,  in  addition  to  ratings  on  experience  and  ability  as  a 
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iinuiD,  60  per  cent,  and  physicsl  conditjoa,  30  per  c«tit.  Special  credit  will  be 
m  for  experience  in  opening  and  packing  general  merchandise.  Application 
mim. 

■he  eiiuaimttion  for  boatman  will  consist  of  a  noneducational  test,  except  when 
catioiul  qoalificatione  are  deaired.  When  theee  qnaliflcalione  are  desired,  the 
miDitJon  will  consist  of  the  subjects  of  the  third-grade  examination  with  a  we^ht 
Kl  per  cent,  in  addition  to  the  rating  on  ajre,  15  per  cent;  eiperience,  40  per  cent, 
physical  condition,  25  per  cent.  When  no  educational  qualificationB  are  desired, 
examination  will  consist  of  the  subjects  of  age,  experience,  and  phTsical  condi- 
.  Wlien  a  noneducational  examination  is  given,  applicants  are  not  required  to 
»raCanf  place  for  examination.  Application  Form  1093. 
II  peraoufi  who  apply  for  the  position  of  claasified  laborer  will,  if  they  so  request, 
iven  the  strength  test  now  given  to  unskilled  laborers,  which  consists  of  lifting 
shoulderii^  a  sack  weighing,  with  contents,  125  pounds.  If  they  pass  the 
igth  test  in  addition  to  the  ciassifled  laborer  examination,  such  fact  will  be 
d  upon  the  register  as  in  the  nature  of  a  qualification.  If  the  appointing  officer 
request  the  certification  from  the  clafoifled  laborer  register  of  those  persons 
lically  qualified  for  the  discbarge  of  the  manual  labor  connected  with  the  posi- 
to  be  filled,  certification  shall  be  made  from  those  standing  highest  in  the  educa- 
I  examination  who  have  also  passed  the  strength  test 

iplicants  who  desire  to  undergo  the  strength  test  will  be  informed  by  the  district 
lary  when  and  where  to  report  tor  the  test. 

aintnations  for  the  Philadelphia  custom-house  will  be  held  on  the  second  Mon- 
11  May  of  each  year.  Applications  may  be  secured  from  the  Secretary,  Third 
Service  District,  Post-Offlce  Bnilding,  Philadelphia,  orUy  between  January  1 
he  second  Monday  in  April;  they  may  be  filed  with  such  secretary  only  during 

applicant  who  desires  to  compete  for  all  the  positions  in  any  one  of  the  different 
s  of  examination  should  state  in  his  application  merely  the  name  of  the  grade 
d,aa  "first  grade,"  "second  grade,"  or  "third  grade."  If,  however,  he  desires 
ipete  for  only  some  of  the  positions  named  under  any  grade,  and  wonld  not  be 


lions  named,  he  should  state 
ich  he  desires  appointment 
deaired  by  an  applicant 


g  to  accept  appointment  to  any  of  the  other  positi 
application  only  the  position  or  positions  to  whic 
sts  fcr  changes  in  the  designations  of  the  positio. 

te  made  in  writing  and  received  by  the  district  secretary  on  or  before  the 
f  the  examination;  otherwise  no  changes  will  be  made. 
.pplication  will  be  received  for  more  than  one  grade  of  examination  to  be  held 
same  date  or  during  the  same  series. 

custom-bouBes  where  there  are  two  or  more  appointing  offieera  an  eli^ble 
ny  one  examination  will  be  entitled  to  three  considerations  for  appointment 
1  appointing  officer,  unless  sooner  selected;  but  for  other  custom-houses  an 

will  be  entitled  to  only  three  consideraUons.    No  eligible  will  be  considered 

position  for  which  he  did  not  apply. 

linations  for  custom-houses  at  the  following  places  will  be  held  only  when 
3  are  needed  (due  announcement  of  which  will  be  made),  and  application 
will  not  be  given  out  until  examinations  are  announced: 
eton,   N,  J.;  Burlington,  N.  J.;  Egg  Harbor  City,  N,  J.;  Erie,  Pa.;  Perth, 

N.  J. ;  Pittsburg,  Pa. ;  Somers  Point,  N.  J. ;  Tuckerton,  N.  J. ;  Wilmington, 

in&tionB  for  assayer,  cashier,  chief  or  principal  deputy  collector,  deputy  naval 
deputy  surveyor,  examiner,  gauger,  and  weigher  will  be  held  only  when 
are  needed,  and  will  be  duly  announced  in  the  public  press. 
;ants  naay  ascertain  what  positions  exist  in  any  custom-house  by  application 
■cai  secretary  at  snch  custom-bouse,  oc  to  the  district  secretary. 


In  the  Oofrtoms  Service  women  tire,  nnleBi  otherwise  epedfied,  el:^ble  for  examt- 
nataon  lor  the  following-named  portions  only:  Deputy  colteetor,  depnty  surveyor, 
clerk,  stenographer  and  typewriter,  inspectresB,  and  cashier. 

INTERNAIi-BEVENUB  SBBTICE. 

Application  Form  1371. 

Afce  limits,  31  years  or  over. 

Examinations  for  the  portions  of  clerk,  division  deputy  collector,  ganger,  office 
deputy  collector,  etorebeeper,  and  storekeeper-ganger  are  held  on  the  first  Wedaea- 
day  in  September  of  each  year,  at  the  following  places:" 


Harrisburg,  Pa. 
Philadelphi 


Pa. 


Warren,  Pa. 
Wilkee-Barre,  Pa. 


Application  blanks  may  be  secnred  at  any  time,  either  from  the  Secretury,  Third 
Civil  Service  District,  Poat-0£Bce  Building,  Philadelphia,  Pa.,  or  from  the  local  seo- 
retariee  at  the  poet-officea  in  the  cities  named.  Applications  must  be  filed  with  the 
Kstrict  Secretary  at  Philadelphia,  Pa.,  not  later  than  4.  SO  p.  m.  on  the  firet  Wednetdag 
tn  Aagutt.  Applications  received  after  that  time  will  be  filed  for  the  next  snhseqnent 
examination. 

The  depaty  collector  and  clerfc  examination  will  be  given  for  the  positions  of 
clerk,  office  deputy  collector,  and  divitnon  deputy  collector,  and  applicants  for  these 
positions  should  apply  for  the  "depnty  collector  and  clerk"  examination.  The 
storekeeper^auger  examination  will  be  given  for  the  positions  of  ganger,  storekeeper, 
and  siorekeeper-gauger,  and  applicants  for  these  positions  should  apply  for  the 
"storekeeper-ganger"  examination.  For  deecriptjon  of  the  esamtnaticaie  mentioned 
in  this  paragraph  see  page  9. 

An  applicant  may  apply  for  only  one  of  these  examinations  when  they  are  both 
announced  to  be  held  on  the  same  date. 

An  eligible  will  be  considered  for  appointment  only  in  the  district  in  which  he 
k  examined.  The  Department  usually  selects  for  appointment  an  eligible  who  is  a 
resident  of  the  district  in  which  the  vacancy  exists. 

For  a  copy  of  the  Ganger's  Manual,  applicants  should  apply  to  the  Commissioner 
of  Internal  Revenue,  Washington,  D.  C. 

The  positians  of  bonded  storekeepers  and  gaugera  whose  compensatioQ  does  not 
exceed  $3  per  diem  when  actually  employed,  and  whose  aggregate  compensation 
does  not  exceed  f500  per  annum,  are  not  subject  to  examination. 

Examination  for  the  position  of  messenger  is  hrfd  only  when  eligibiea  are  needed, 
and  will  be  dnly  announced  in  the  public  press. 


Examinations  tor  these  services  will  be  hdd  only  when  eligiblee  are  needed,  and 
applications  will  not  be  given  ont  until  the  examinations  are  annoonced.  Dne 
announcement  of  date  and  place  of  examination  will  be  given.  1^  annonnoemenfa 
will  contain  information  as  to  the  subjects  of  the  examinaticMis. 


Applicants  for  positions  in  the  mechanical  trades  or  for  other  nonedocational  peti- 
tions in  the  Quartermaster's  Department  at  Large  in  the  States  of  Pennsy 
1  write  to  the  district  secretary  at  Piiiladelphia,  Pa. ,  for  1 
>DDe  poeltionE  in  DelitwBre  Bre  tmdei  the  Internal  Bevenae  District  • 
Bt  Baltimore,  applicants  for  eucli  poalUona  Bhoulil  addrem  the  Seen 
ct,  WaBhlngton,  D.  C. 


GENERAL  INFORMATION. 

itny  spplicuits  fail  to  properly  execute  their  applicatione  or  fail  in  fhe  ezamina- 
H,  notttronghalack  of  knowledge,  but  largely  throngh  haste  and  carelessnese 
eading  nod  inlerpretit^  questions  and  in  writing  the  answers.  Great  care  BhooM 
ixercised  in  completing  the  application  to  see  that  every  requirement  has  been 
'  complied  with.  In  the  examinations,  while  competitors  most  complete  their 
i  within  s  preached  time,  it  is  ample  for  the  carefol  consideratioD  of  every 
tion  given. 

ler  Bectlans  SSM,  04  IS,  knd  S4T9,  iCerlsfld  Statutes  of  Oie  Cnlted  Btates,  any  false 
meat  Id  sd  application,  slteratlon  of  a  voucher  or  certUlcste,  «r  tbe  preBeutaUoa 
e  CvmnlHloB  of  an;  sueli  paper,  la  a  violation  of  tfae  law.  A  nnmber  of  oanvio- 
ofperaorufiiUCj  under  the  ahove-mentloDed  statatea  haT«1>een  aeDored. 

i  Commission  la  not  responsible  for  delay  in  the  receipt  of  applications.  Appli- 
is  sect  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
nation  is  not  filing  it,  and  applications,  nhether  sent  by  mail  or  otherwise,  are 
£epted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
ibed  for  tbe  examination  desired. 

ions  who  have  applied  for  an  examination  or  who  have  passed  an  examination 
keep  the  district  secretary  informed  of  any  change  of  post-ofBce  address. 
»  to  do  so  will  be  treated  as  tbe  fault  of  the  applicant  or  eligible.  A  request  to 
n  address  changed  should  always  be  made  by  tetter,  which  should  relate  only 
iJiange  in  address  and  should  always  indicate  the  kind  of  examination  taken, 
rage  attained,  and,  if  educational,  the  place  and  date. 

^lamination  questions  are  prepared  and  all  papers  are  rated  by  theCivil  Serv- 
imission,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
y  as  possible,  and  competitors  are  notified  of  their  averj^es  as  soon  as  the 
[  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
secretary  or  the  Commission  to  expedite  the  ratii^. 

the  papers  of  an  examination  have  been  rated,  the  names  of  the  eligiblee  are 
Dn  the  register  in  the  order  of  the  average  obtained  by  each.  An  average 
?e  of  70  is  required  in  order  to  become  eligible,  except  in  cases  of  persona 
y  discharged  from  the  United  States  military  or  naval  service /or  disabUily 
'n  the  line  of  duty.  The  names  of  such  persons,  whose  claims  for  preference 
n  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  averse 
'6  of  65,  will  be  placed  at  the  head  of  the  eligible  roister. 
L  vacancy  is  to  be  filled  the  highest  three  names  on  the  register  are  con- 
y  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
.  selected  are  considered  again  nntil  each  name  has  been  considered  three 
3e  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 

ipointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
)  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
e  appointment.  In  the  Post-Offlce  Service  the  six  months'  probationary 
na  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
appointment  as  substitute. 

CIVIL-S£BVICE  SCHOOLS  AND  INSTITUTES. 

niasion  bas  no  connection  with  any  civil-service  school  or  institute  doii^ 
cozxesTpondence  or  otherwise,  and  has  no  information  to  furnish  in 
2ti.  Tlieir  representatives  are  not  permitted  to  inspect  the  examination 
mpetitorB,  Aathentic  information  in  regard  to  examinations  may  be 
y  from  tlie  United  States  Civil  Service  Commiaaioa,  and  without  cost 
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IXFOBMATIOIf  COKCEKtmre 

A  ndoual  of  examinattona  is  iaaoed  by  the  United  States  Cmi  Serrioe  Cofflmiemon 
fai  Jannarj  and  July  of  each  jeai,  wbich  containa  fall  infannalioD  concermog  the 
regaitr  apnog  and  foil  exanunatione  for  podtioue  in  the  Departmental,  Indian,  Bul- 
way  Hail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  seirioes. 
A  copy  of  tbe  """""i  may  be  bad  by  addreaaing  the  United  States  CUvH  Service 
Commimon,  Waabington,  D.  C- 

STENOGBAfHEB  ANB  TTPEWIUTEB  (AliL  SEBTICES). 

The  flteof^rapher  and  typewriter  examination  is  the  same  for  all  branchei!  of  the 
Federal  eervioe,  and  eligiblee  are  certified  to  vacancies  in  the  Departments  in  Wash- 
ington or  in  the  local  offices  in  the  vicinity  of  their  places  of  residence,  or  elsewhere, 
aa  in  the  jodgment  of  the  Civil  Service  Commission  may  be  reijuired  for  tbe  good  of 
the  service. 

Information  concerning  thie  examination  may  be  obtained  from  the  United  States 
Civil  Service  Commiaaion,  Washington,  D.  C. 
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DBSCEIPTION  OF  EXAMINATIONS. 

POST-OFFICB  AND  CUSTOM-HOtTSE, 


First  gradg  0iiBt. 

^ 

Second  grade. 

Third  grade;  cuatoma 

boDIS.) 

(Tliue  allowed,  6 
houm.) 

Postal  servlce.a 
(Time  allowed,  4HioDn. ) 

Subjects. 

ll 

Subjects. 

If 

Bub;ecl«. 

It 

subjects. 

?3 

It 

5SiS»i-:;:: 

CoQ version  of' 
Oeognpbj.'.'.'.. 

Total 

K 

20 

100 

S.  Letter  WTlttDK" 
Total 

20 
20 
20 
20 

20 

J:^?f?&rv::::: 

B.  Lettei  wilUDg.. 

dressesf. 

Total 

10 

10 
10 

3.  Letter  wridng.. 
Total 

20 
20 

100 

aThis  eiamlnatlon  is  given  for  podtlon*  of  both  clerk  and  ca 
rNTERNAL  RETIiNirE. 


^toe  allowed,  6  honre.) 

(Time  allowed,  41  boura.) 

Subjects. 

Relative 
weights. 

Subjects. 

BelatlYB 
welgbte. 

25 

1    Arithmetic 

2.  Letter  writing  (second  grade) 

100 

In  the  deputy  collector  &nd  clerk  examination  the  spelling  teat  ia  o(  about  the 
ine  degree  of  difficulty  as  that  for  first  grade.  The  second  subject,  arithmetic, 
mprisei  fondanaental  operations,  common  and  decimal  fractions,  and  practical 
x>blemB  in  the  elements  of  percentage  and  mensoration.  Thia  subject  is  of  approx- 
lately  the  same  degree  of  difficulty  as  the  0Tst-grade  arithmetic  in  the  cualom- 
inse  examination,  but  the  queetiona  relate  more  particularly  to  problems  which 
»y  arise  in  the  internal-revenue  service.  The  test  in  elements  of  accounts  is 
ailar  to  the  fifth  problem  in  first-grade  arithmetic. 

In  the  fltorekeeper-gaoger  examination  the  subject  of  arithmetic  comprises  funda- 
inta.1  operations,  common  and  decimal  fractions,  and  practical  problems  in  the 
intents  of  mensuration.  Thia  subject  is  of  approximately  the  same  degree  of  diffi- 
Ity  as  the  second-grade  arithmetic  in  the  custom-house  examination,  but  the  ques- 
■ns  relate  mote  particularly  to  problems  which  may  arise  in  the  intemal-n 
■vice.  The  copying  exercise  consiBte  of  a  teat  in  copying  figures  arrai^^  ii 
tn  oE  a  table,  and  also  a  few  printed  lines. 


(») 
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BPECIUEN  QITESnOKS. 

riBHT-ORABE  EXAHIHATIOM. 

1.  Spbujko:  Twenty  wordx  of  more  than  average  difficulty.  2.  AKiTHMmc: 
Fundamental  rales,  fractiouB,  percentage,  interest,  diacoant,  analysiH,  and  statement 
of  iimple  accoonta.  3.  Pbxmabship:  Harked  on  legibility,  rapidity,  neatncff,  and 
gcnetal  appearance.  4.  Lrteb  writing:  Teet  in  the  use  of  the  English  langnage 
for  bunneM  correapondtaice.  0>  Coxvbbsion  or  ciTEBKacr;  Teets  in  the  converrion 
of  Engliah,  Freocb,  Uennon,  or  Spaniab  currency  into  United  States  cnirency.  6. 
UBOGKAraT:  QueBtlouB  relating  to  the  boondariea  of  States  and  to  o^)ita^  lai^eai 
citioa,  riTera  and  otber  bodies  of  water,  and  the  location  by  States  and  forragn  cona- 
tries  of  prominent  cities.  | 

The  following  qDesUone  and  tests,  which  have  been  used,  indicate  the  general 
character  of  thc-Me  fmbjecta: 

Flnt  Kahjcct— Kpeniac.— BpelllQg  li  dictated  bf  the  ezamlnei.  Th«  woida  are  written  br  the 
competitor  la  the  tiUnk  ifJiu^a  li-dlcMed  on  the  flict  iheet  <rf  tbe  exualBatioa.  Alt  wordiiboald  b« 
CoDUDcnced  with  cspll&l  letters.  The  eiunliier  proiunuica  each  word  and  girem  It*  deOoUlca. 
The  coDipMltor  i»  iG<)ulr«il  to  wtlte  oalj'  the  word  and  not  Iti  dcAtdUon. 

Oi;Uiiiter;  A]aDg,TTiaaihoAT.  iVmnlmani,- CoDtainIng  a  promlae;  u.  a  pnmilaorr  note.  EBenJioJ.- 
NecOHrr  or  IndUpeiUBble.  Dttcemlblt:  Appanat  or  rUble.  OpfortmaUti:  A  Qt  or  conTenlent  Ume. 
DeetajuL  Ti,]MtotU\e'tj.  Defcrenet:  Reapeet or  regard.  iiueTtion;  The  act «  pUdug  In;  ai,  the  liuer- 
Uon  of  an  advertlaement.  fiieOOiUe:  To  makeeaa/:  at,  to  fadlltate  boaloeaa.  SdteMOady:  A  cHf 
Ol  the  United  Blatea.  Adjaccni:  Lying  near  or  bordering  on.  Souvenir:  A  token  of  remembrance. 
CbncoffiV'  Yielding  or  gtvlng:  up;  u,  conceding  ■  point.  Lbiease:  Ltneol  deacent  or  anceatrj;  ai^ot 
tojal  linear,  Vetetericut:  Bannhil  or  (njurioui;  ai,  delelerlona  to  health.  Biyiixontal:  On  a  leveL 
Palrtminiji:  An  Mate  Inherited  Irom  one'*  lather.  CtrUflcaU:  A  written  lesUmonr:  aa,  a  nanlase 
certlflcalo.  Batmrir:  A  place  of  ikiTace:  aa,  a  water  roErrolr.  PrMkat!  Arlglit;  aa,  tbe  privilege 
of  voting, 

Hecond  Subject— Arithmetic— In  H>1  Ting  problems  the  pnoeisea  ahould  be  not  merely  Indicated, 
but  all  tbe  Hgures  necenarr  In  lolTlag  each  problem  ihoald  be  glren  In  full.  The  anawer  to  each 
problem  ahoulfl  be  Indicated  by  writing  "Ang,"  after  It. 

1.  Thl*  queitlon  comprliea  a  teat  In  adding  numben  crosswise  and  lengthwise.  There  are  usoally 
three  columns  of  about  twelve  numbers  each  to  be  added.  3.  Divide  ITA  tiy  ^^,  tnulUply  the  qoo 
tientby  S|,  and  to  the  product  add  0.09D7  of  211.0.  B.  A  father  invested  a  sufflcient  sum  of  money  In 
IfaMachunelu  S'lat  071,  brokerage  )  per  eeal,  to  (Ire  hlaaon  an  anooal  Income  of  tl,a».  What  was 
the  sum  Invested?  4.  The  appropriation  foe  tke  Civil  Service  Commlalon  lor  the  Aacal  year  ended 
Juno  SO,  1S?T,  was  HM.M).  During  that  year  l)0,OI»  peisons  were  examined.  If  Si  per  cent  of  thla 
number  failed  to  pan,  and  t7t  per  cent  of  those  wbo  passed  were  appolated.  what  was  the  avenge 
cost  to  the  Oovernment  of  each  appointment?  O.  On  April  1,  1901,  Amoe  Word  owed  Oravea  & 
Coun  108,00  on  account.  April  4,  he  sold  them  68  barrels  potatoes  at  gZ.TG  per  barrel.  April  e,  he 
gave  them  a  draft  upon  Baa  Franclaoo  lor  ll,B60,  whlcb  they  accepted  at  )  per  cent  discount.  April 
»,  tbey  sold  Ward  8IM  bushels  com  at  SB|  Cents  per  busbeL  April  IB,  they  bought  ol  him  2,M0  feet 
lumber  at  I1.2&  per  hundred  teet.  April  19,  they  sold  him  34|dozen  chain  at  Wcents  each.  April  21, 
Ward  bought  of  them  l.KU  egg*  at  14  cnila  per  doaen.  April  !S,  he  gave  tbem  a  note  for  fl.sao  due 
InMdaya.  April  M,  he  bought  of  them  2,980  pound*  hay  at  (ifi  a  Ion.  Hake  an  Itemized  statemeiit 
of  the  above  account  a*  It  should  appear  taken  from  Che  book*  of  Ward;  make  a  proper  heading; 
close  the  account,  and  bring  down  the  balance  as  It  should  have  appeared  May  1, 1B04. 

TUrd  SnlOeet— PenuDsMp.— Tbe  rating  on  penmanship  will  be  determined  by  legibility, 
raptdHy,  naatDe**,  and  general  appeatanoe,  and  by  oorrectnea  and  anllocmlty  fn  tbe  lotmatlaD  ot 
worda.  letter*,  and  punctuation  marki.  Id  the  exercise  of  the  fourth  mbjecl — letter  writing.  Ho 
particular  style  of  ponmaoiihlp  Is  preferred. 

Fourth  Suttteol— Letter  Writing.— Tbe  competitor  Is  permitted  to  write  on  cither  one  of  two 
■ubjocts  given.  Thelollowlngiubjectbasbeenused  ;  Write  alelter  of  not  leas  than  IWworda,  giving 
your  Tiew*  aa  lo  the  advantage*  and  dlaadvantagea  of  employment  In  the  departmental  service  In 
Waahington, 

This  exercise  Is  designed  to  test  the  competitor's  knowledge  of  simple  English  composition  and  hit 
general  Intelligence,  In  rallng  the  letter,  Ita  enon  tn  form  and  addren,  in  spelling,  capllallaatioii, 
ptmcluatlon,  syntax,  and  style,  and  Its  treatment  of  the  «al>]eet|  are  oonaldered. 

Fifth  Bnl^eot — Oonremlaa  «f  Ourioey.— Tbacompetltot  toregulred  to  extend  the  esilrles  so  aa 
tosbow  In  foreign  money  and  In  United  Btates  money  the  total  cost  of  each  Item  and  the  total 
amoutit  in  United  Btates  money.    The  work  Is  to  be  done  on  scratch  paper  and  need  not  be  shown 


HO.L    (TmniCH  toTOici.) 

monej. 

United  sum 

Pruca. 

Dolb. 

Cto. 

No.  3.    IGiBifiH  Invoice.) 

moaer. 

Tlnlted  States 
mooer. 

Hsrki. 

Dolls. 

cu. 

igllah  and  either  French,  Gemuui,  Itallui.  or  Bponiih  cnrrvncy 
d  States  correticf - 

Snl^fHit— Q«ogTS|rfi]r. — N.  B.— Competitora  are  cautioocd  not  to  exceed  tlie  requiiementa 
icatlaiu  in  their  answers,  as  no  credit  wUl  be  stren  for  additional  inlonn&tlon. 
ae  States  u  follows:  Two  that  border  on  the  Colombia  Bivei;  twotbu  border  on  both  the 
and  HlMlaippI  riren;  two  that  border  on  both  Virginia  and  the  Ohio  Elrer;  two  that  bor- 
ew  Jersey;  twothatborderon  thoSaTonaabElTer.  S.  In  whU  Slate  is  each  of  the  follow- 
ed: Penobscot  Baji,  Corpus  Cbrlstl  Bay.  Puget  Boond,  Pearl  Biier.  Outida  I^ke.  8.  Name 
rtcKrlneach  of  the  following-named  States,  and  name  the  river  or  body  of  water  on  which 
reqolred  Is  dtualed;  Connecticut.  Mississippi,  NebnstSi.  Uluneaots,  Ohio.  4.  In  what 
ich  of  the  foUowlDg-nBincd  prominent  cltiea  located :  Badne,  Bangor,  Alle8benr,Chariotte, 
1  Angeles,  Bhrereport,  Fargo.  Eyansvllle,  Ogdensburg.  6.  In  wlut  foreign  country,  colony, 
Ion  Is  each  of  the  following-named  prominent  cities:  Brauen,  BueDoa  Ayies,  Yokohama, 
a,  Havre,  Melbonme.  Adiiant^le,  Ottawa,  Teheran,  Panama. 

SKCOI!ri>>QBAI)B  EXAMIKATION. 

iLLiMo;  Twenty  words  of  average  difficulty  in  commoa  use.    2,  Akitbubtic: 

8  oddltioo,  sabtraction,  multiplication,  and  division  of  whole  numbers,  and 
and  decnmal  fradJons.  3.  LnrxitwitrnNo:  Test  in  thense  of  the  English 
for  business  correspondence.    4.  Penmanship:  Marked  on  legibility,  rapid- 

less,  and  general  appearance.    5.  Copyihq  from  plain  copy:  An  exact  copy 

irinted  lines,  in  competitor's  handwriting.    6.  Gbookapbv;  Questions  relat- 

I  boundaries  of  States,  and  to  capitals,  largest  cities,  rivers  and  other  bodies 

and  the  location  by  Stat«e  of  prominent  cities. 

lowing  questions  and  tests,  which  have  been  need,  indicate  the  general 

of  these  subjects: 

tJect— Spelling.— Spelling  la  dictated  by  the  examiner.   The  words  are  written  by  the 

[Q  tbts  blank  spaces  Indicated  on  the  fliat  sheet  of  the  examination.    All  words  sbonld  be 

with  capital  letters.   The  examiner  pronounces  each  word  and  gives  its  deflnlUon.    The 

9  required  to  write  only  the  word,  and  not  Its  deHnitlon. 

One  whb  oppoeea;  as,  a  political  opponent.  Prenidcnt:  The  Chief  Executive  of  the 
a.  CbnqtuTor;  One  who connuers.  ItTiofesonK ;  Healthful;  as, wholesome  food.  Achieve: 
to  aebieve  mcceiss.  TVanqu'I;  Qoietor  peacetal.  Betach:  To  eepaiate  or  remove:  as,  (o 
'.  from  a  book.  Expemive:  Very  coetl)',  Deceate;  Death;  as,  a  person's  decease. 
'  of  notice;  as,  a  natlceable  occasion.  SutpMoai;  Exciting  suaplcion;  as,  a  si 
).  T^m-ace:  A  raised  bank  of  earth,  Rappbi;/:  Making  a  number  of  quick  blows.  Lan- 
ipeech  of  a  people;  as,  the  English  language.  Sdiedute;  A  list  or  iDventory;  as,aecbed- 
Tfftngi  Binding  or  fastening  wlths,  cord,  Vvlgar:  Low  or  mean.  COane:  A  way  or 
ice  conrae.    Salanf:  A  ■(aledallowanee  paid  tor  services.    OiUago:  A  city  in  the  United 

i^eot: — ArlthmetJe.— In  solving  problema  the  piocessee  should  be  not  merely  indicated, 
rures  necessary  in  solving  each  problem  should  be  given  In  full.  The  answer  to  each 
Id  bo  Indicated  by  writing  "Ans."  alter  It. 

following,  and  from  tbe  sam  aubtntct  Sl,g85,e96  (here  will  be  given  a  short  column  of 
ifulttply  7A  by  MA  and  divide  the  product  by  l.BZ.   Solve  by  decimals.    3.  A  carrier 


n  uiort  ti  ]ett«n  or  ST  pap«n  In  a  minala.    At  this  rate,  bow  msnj  honn  will  it  lake  him  lo 

on  3,BM  letten  sad  185  poDDdi  of  papers,  aTeraglng  7  papen  to  the  poandT   4.  A  lot  wbicb  waa&S 

!t  wide  and  ISO  feet  long  aold  for  t^.m.fO.  which  wu  one-foDrth  mote  tbaci  It  coat.    What  WM  the 

rt  per  Bqiure  foot?    S*  Td  b  TrOrt&iD  mail  there  are  294  poanda  11  ounces  of  newspapers  weighing  at 

>ntle of  S papen  loever]'  7  ouocei,    Howmanr  papen  are  there  In  the  mallF   16 onncca^l pound. 

nOrd  Ha^eijt— Iietlcr  Wrlttng.— The  competitor  1«  permitted  lo  write  on  either  one  of  two  mili- 

:U  given.    The  following  eubjcct  has  been  used: 

VrltcB  letter  of  not  less  thanlSG  words  giving  Tourvlewi  as  to  the  adrantages  derived  from  free 

blic  llbrariea  In  the  principal  cltlea  o(  rour  State.    This  exercise  Is  designed  ehieay  to  test  the 

npetltor's  skill  in  simple  English  composiUon.    In  rating  the  letter  Its  enora  in  form  and  addren, 

spelling,  capital liBllon,  punctuation,  syntax,  and  etyle.  and  Its  adherence  to  tbe  subject,  will  be 

tsldcred , 

J'onrth  Hnliject— PenmansMp,— The  rating  on  peamanshlp  will  be  determined  b;  legibility, 

lid Ity,  neatness,  and  general  appearance,  and  by  correctneea  and  uniformity  In  tbe  formation  of 

rds,  letters,  and  punctuation  marks  In  (he  exercise  of  the  snbjectof  copying  from  plain  copy.    So 

rtfeuUr  style  of  penmaQshlp  is  preferred. 

J'lfth  Hul(]ect — Copying  from  Plain  Copy .— N.  B .— Paragraph,  spel  1 ,  capllaliie  ,and  punctuate  pre- 

ely  lA  In  copy.    All  omissions  and  mistakes  wUl  be  taken  into  qonsideration  in  rating  this  subject. 

Unia  an  exaet  wriUai  copy  of  tlie/aUoiiring: 

4o  rccommGndatlon  of  an  applicant,  competitor,  or  eligible  involving  any  disclosure  of  bi^polit- 

I  or  religious  opinions  or  aBlllatlon  shall  be  received,  filed,  or  considered  by  the  Commission  by 
y  board  ot  examiners,  or  by  any  nominating  or  appointing  officer.  In  making  remoTals  or  reduc- 
ns,  or  In  imposing  punishment  for  delinquency  or  misconduct,  penalties  like  In  character  sball  ba 
posed  for  like  offenses,  and  aclloo  thereupon  shall  be  taken  irrespective  of  the  political  or  rclig- 

II  opinions  or  afflliallons  of  tbe  oaendcrs.    A  person  holding  a  poaltlon  on  the  date  said  position 
classified  under  the  clvll-scrTlce  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by 
moni!  of  the  same  class  or  grade  appointed  upon  examination  under  the  provisions  o(  said  act. 
Uith  HuhJeot—OooBfaphy.— Questions  are  similar  to  those  shown  under  first  grade,  except  that 
questions  relating  to  foreign  dtlcs  are  Included, 

leventh  l4»ld«ol— ReadlnK  Addresses  (Postal).— This  exercise  consists  of  the  reading  of  a 
mber  of  written  addrenes,  which  are  photollthographed  on  one  sheet.  A  second  sheet  is  fui>- 
ihed,  which  contains  the  same  addresses,  these  addresses  being  printed  and  containing  errors  of 
ilaslon.  substitution,  01  Insertion.    The  competitor  is  required  to  Indicale  the  errors  In  each  printed 

dress  by  underscoring  with  a  pencil,  thus, ,  any  portion  of  a  printed  address  which  is  not  a 

rroot  copy  of  the  written  address,  and  by  a  caret,  tbus,  A  ,  any  omilted  words,  figures,  or  Initials. 
)rds  abbreviated  In  the  written  address  but  printed  In  full  In  the  printed  address  are  regarded  as 
rreet  if  the  correct  words  are  printed.    DllTerences  lu  punctuation  or  capitalization  are  not  regarded 
errors.   The  time  allowed  will  be  limited,  and  the  lating  will  be  determined  on  acctiracy  only, 
rtie  following  are  111 ustratlons  of  the  method  which  should  be  pursued  in  indicating  errors: 

WRITTEN  ADDRESS— CORRECT. 

PRINTED  ADDRESS-WITH  ERRORS  NOTED. 

Theodore  M.  Martin,  Foreman  A  Water  Works, 

High  Road,  Orand  Forks,  North  Dakota. 


IcvGoO' 


WRITTEN  ADDRESS-OORBECT. 


PRINTED  ADDREBS-WITH  ERRORS  NOTED. 

Major  A  A.  T.  Chandler, 

Fort  TbompBon.  Alden  Connly,  Alalmns. 


THtia>-GRAD£  EXAMINATION. 

iPBLLiNo:  Twenty  eimple  words  in  ordinary  use.  9.  Aritbhktic:  Embraces 
)n,  gnbtraction,  multiplication,  and  division  of  whole  numbers  and  of  United 
money.  3.  Lettsr  wsmNa:  Test  in  the  use  of  the  Euglish  language  for 
ffi  correspondence,  4.  Pehu anship:  Marked  on  legibility,  rapidity,  neatness, 
^neral  appearance.  5.  Copyino  frou  plain  copy;  An  exact  copy  of  a  few 
I  lines,  in  competitor's  handwriting. 

following  questions  and  tests,  which  have  been  used,  indicate  the  general 
er  of  these  subjects: 

SnIJeot—SpeUing.— Spelling  la  dictated  by  the  eiaminer.  The  wonla  are  written  by  the 
OT  In  the  blanb:  spaces  indlcnted  oa  the  first  BbecC  ol  the  eiamlnatlou.  All  words  should  be 
»d  with  capllal  letters.  Tbe  examiner  pronouDces  eacb  word  and  glvea  Its  deQnltlon.  The 
or  is  reqolred  to  write  only  the  word  and  not  fW  definition. 

A  sweet  iDbataDce  made  from  the  juice  oI  the  sugar  cane.  Pledge:  Something  given  aa 
Coekier:  One  who  has  charge  of  money  in  a  hank.  Ftgttre:  A  mark  representing  a  num- 
rying:  Conveying  or  transporting  In  any  way.  Breadth:  The  measure  from  eide  to  side, 
eamount  of  paper  made  in  one  body  or  piece;  as,  a  sheet  of  paper.  EarBj/:  In  an  easy  man- 
Biicr.-  The  border  or  limits  ol  a  country.  PaHaux:  The  state  or  quality  of  l>eing  patient, 
le  act  ol  guessing;  as.  to  goea  at  one's  neigh  t.    Threat:  The  act  ot  threatening;  ss.  to  make 

JXamimd:  A  precious  gem.    VMt:  To  go  to  see;  as,  (o  visit  a  friend.     Sepair;  To  mend  or 
r;  as,  to  repair  clothes.    People:  The  body  of  persons  compoaing  a  naUon;  as,  the  Amecioan 
^leqaire:  To  he  In  need  of;  as,  to  lequiie  money.    Oreaet:  Boft  animal  fat.    Antaer:  To  reply 
inswer  a  letter.    ExM:  To  live;  as,  to  eiisl  in  poverty. 
I  Snt^eot — Arithmetic.— Id  solving  problems  the  processes  should  be  not  merely  indi- 

alt  the  Dgrures  Decessary  in  solving  each  problem  should  be  given  In  full.   The  answer  to 

em  should  be  indicated  by  writing  "Ans."  after  it. 

question  will  consist  of  a  short  column  ol  figures  to  be  added.)  a.  Divide  2,408.583  by 
Haltlply  8,843  by  608,  and  then  subtract  98,746.  4.  A  merchant,  who  spent  1226,  bought  65 
butter  at  S0centsperpound,81barTeIaofapplesatt2.2fiper  barrel,  and  spent  the  remainder 
How  much  did  he  spend  for  coRee?  S.  During  the  month  of  August  150.000  bushels  of 
e  shipped  from  a  certain  port.  During  September  87,960  more  boshela  were  shipped  than 
tust.  What  was  the  total  number  of  bushels  shipped  In  the  two  months? 
iittlect — I.etter  Writing.— The  compedlot  is  permitted  to  write  on  either  one  ol  two  sub- 
.     The  following  subject  has  been  used: 

itter  containing  not  less  than  100  words  slating  some  of  the  advantages  now  derived  by 
nun  the  art  of  printing.  This  exercise  is  designed  chiefly  to  test  the  competitor's  skill 
higllsh  composition.  In  rating  (he  letter,  it«  errors  In  form  and  address.  In  spelling,  capl- 
>uactuatlon,  syntax,  and  style,  and  Its  adherence  to  the  subject,  will  be  considered. 
■inlOd'C — FenmansUp. — Tbe  rating  on  penmanship  will  be  determined  by  legibility, 
atDees,  and  general  appearance,  and  by  correctness  and  uniformity  In  tbe  formation  of 
rs,  and  punctuation  marks  In  tbe  exercise  of  the  tilth  subject— copying  from  plain  copy. 
ir  style  of  penmanship  Is  preferred. 

«lect — Copying  from  Plain  Copy.- N.  B.— Paragraph,  spe!!,  capitaliie,  and  punctuate 
In  the  copy.    All  omlsslonj  and  mistakes  will  be  taken  Into  consideration  In  rating  this 
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txa^  vrriUen  copv  of  ihefiiUeaiiig-' 

WDtpwlal  policy  IB  to  carry  newipspen  In  Mmecuea  (roe,  tmi  in  all  other  caMaatmuch 
aol  poatage  tbaa  1>  charged  forlelien;  the  one  beltiK  lor  the  pubUo  weal,  wbUrtheother 
ite  benefit.  If  the  t«l«gniph  becomoi  ■  psTt  of  the  seirloe  It  will  mil  be  the  dot;  of  Iha 
at  to  tmumlt  telesiaiii>  for  the  presa  at  much  lower  latea  than  for  prlTste  Indlvldiiala. 

'  OUTLINE  OF  THE  RULES  FOB  BATING  EXAM- 
nON  PAPERS-POST-OFFICE,  CUSTOM-HOUSE,  AND 
SRNAIi-REVBNUE  SEHVICE. 

n  Be  practicable  after  an  esamination,  the  papers  of  the  competitors  are  rated 
average  percentage  of  each  ascertained,  and  competitors  noUfied  whether 
s  or  fail.    The  following  is  a  brief  outline  of  the  rules  for  rating; 


h  error  Id  apelling  when  the  exerclae  conalMa  of  20  worda 

h  error  In  capltolimtlon 

li  failure  to  uae  oi  for  each  wrong  uaeof  the  hyphen  and  for  each  Inqiroper  dlvl- 
if  a  word  Into  a  compound  word  wbeu  required  lo  be  written  solid 


From  100 
deOuei — 
li  wrong  proceas,  producing  Incorrect  reaolt,  la  proportion  to  the  nnmberol  alepa 

Ted  and  gmvlCy  of  error 10  to  100 

simal  error  and  for  each  evaalon  of  a  decimal  or  common  fracUon  teat !G 

ih  error  In  computation  or  in  copying  from  the  printed  queatloo  Or  from  work 10 

lor  errors,  such  oe  wrong  Indication  of  a  correct  proceaa,  iDCOniact  or  inooiuletent 
tuatlon,  Improper  uae  of  aymboli  of  dealgnatlon.  Improper  or  Incorrect  dedgna- 

)f  a  partial  or  flnalreault,  etc 6  to  10 

lure  lo  ahow  work  as  required  In  aoluUonoI  problems SStoTS 


g  the  letter,  Ita  crrora  In  form  and  addrea^  In  ipelllng,  capitalization,  punctnatltal,  syntax 
and  Its  adherence  to  and  treatment  of  the  aubject  given,  ace  conitdered,  and  ItaTahie,  In 
lent  Of  the  eiamlneia,  determined  on  a  aeale  of  104. 

mlalnfc  the  mark  for  letter  writing  It  la  pioper  for  the  examiner  to  be  guided  in  a  general 
le  following  achenie:  Kxcellent,  >6  to  90;  good,  M)  to  SO;  fair,  80  to  TO;  ordinary,  TO  to  80;  poor, 
ety  poor,  110  to  %;  praetieallr  worthleaa.  26  lo  0. 


uhlp  la  rated  according  to  Its  value  on  a  acale  of  100.  In  determining  the  ratting,  legibility, 
neatnesB,  and  general  appearance,  aa  well  aa  eorrectnew  and  uulfonuity  iu  the  lonnatlon  of 
ten,  and  punctuation  marka.  are  conddeced.  and  It  la  proper  for  examlnera  lo  Iw guided  In 
way  by  the  following  scheme:  Eioellent,901o86;  very  good,  85  to  80;  good,  60  to  76;  Ordl- 
0  TO;  poor,  TO  to  65;  very  poor,  66  to  60;  below  the  grade  of  "  very  poor,"  60  to  10. 


:h  wold  or  Bgore  omitted,  lepealed,  aufaatltnted,  or  improperly  loaerted 6 

a  In  apelllng.  for  each  tranapcaltlon,  lor  each  abbrevIaUou  not  In  the  copy.  lor 
lallure  to  cairftalize  acoordlng  (o  oopy,  tor  each  failure  to  punctuate  according  to  copy. 
ich  failure  to  indent  margin  aa  IB  Copy,  for  each  error  in  paragraphing,  and  lor  IrregQ- 

in  leftrhond  margin 6 

1  mtadlvlalon  of  a  word  at  the  end  of  a  Une,  lor  each  omlMon  or  Improper  uae  ol  the 
n  In  dividing  a  word  at  the  end  of  a  line,  for  each  word  altered.  Interlined,  or  can- 

lor  each  blot  or  minor  eraaure,  II  not  neat 1 

other  devtattoD  from  copy  not  covered  by  the  foregoing,  charge*  are  made  In  the 


■1  Go  )i^lc 


Iil)ni1i]nteach  answer  1b  luted  In  Chu  judgment  ot  Che  eiamlDcn  accordiOK  to  lu  value 

luesUan  Tequlrcs  in  the  answer  a  Bpeclfled  number  ot  Stalea,  countricc,  cEtles,  ciTeca.  or 
.ers.  etc.,  and  the  anewei  contains  a  (cceatei  numbei  than  Is  required  by  the  queellan,  no 
be  ^ven  for  the  answer  If  any  part  or  point  Is  fnuirrect,  thus  tendering  the  answer 


rating  on  thla  aDbject  Is  for  nccuncf  oaiD.  X  charge  ol  2  Is  made  for  each  error  or  omlslon 
f  tJie  errors  on  the  printed  sheet  when  ceinparcd  with  the  correct  written  addreraos  give 
ilToreDce  belw««n  the  eum  of  (he  errors  thus  found  and  100  U  the  ntllng  on  this  subject 


or  In  the  reanlt  of  any  it 


>dlt  of  la  will  be  given  II 
1  For  each  Interval  of  five  mli 
be  given.  For  completing  the 
oflOOwltlbe  giveu.  Nocrodit 
ing  subjeota  Is  at  least  10, 

rdcr  oE  the  Commission: 


la  completed  In  the  maximum  time  of  Ave  honrt 

than  the  maximum  time  a  credit  of  I  In  addition  In 

In  two  and  one-ball  hours  or  less  the  mailmom 

given  for  Ume  unlea  the  aveiage  percentage  on  the 


),.vGoo<^Ic 
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POST-OFFICE  8EBVICE. 

AppHcatdoD  Form  1371. 

Age  limits,  18  to  45  years.  The  age  liroite  are  waived,  however,  in  the  casee  of 
pereonB  honorably  diachai^ed  from  the  military  or  naval  service  by  reoMn  of  ditabUHy 
resultir^  from  wounda  or  sickness  incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  esaminatioa.  This  prohibition, 
however,  does  not  apply  to  divorced  women  or  women  who  are  separated  from 
their  husbands  and  support  themselves. 

Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Poet-Office  Service : 
Hunchbacks;  persons  having  defective  hearing,  eight,  or  speech;  persona  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persons,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Applications  from  per- 
sons who  have  any  of  the  physical  defecte  mentioned  will  be  canceled  utiles*  tuck 
pfrsons  mere  honorably  dUckatged  from  the  military  or  nacai  service  by  reason  of  dwabSiiy 
Ttmdting  from  V}OU7td*OT  iichnemincarred  in  the  line  of  duty.-  (See  paragraph  (c),  page 
1,  for  physical  defects  which  will  debar  persons  from  any  examination. ) 

Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pages  10.  12,  and  13. 

Applicants  for  carrier  who  have  served  ae  rural  letter  carrier  should  so  state  in  their 
applications  indicating  the  length  of  time  they  have  served,  as  additional  credit  of 
1  per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  to  exceed  five 
years,  the  total  average  percentage  not  to  exceed  100. 

Examinations  for  the  following  offices  will  be  held,  as  far  as  practicable,  on  the 
first  Wednesday  or  Saturday  after  the  15th  of  November  of  each  year,  and  oftener 


Albany,  N.  Y. 
Amsterdam,  N.  Y, 
Auburn,  S.  Y. 
Binghamton,  N.  Y. 
Bloomfleld,  N.  J." 
Bridgeport,  Conn. 
Brooklvn,  N.Y. 
Buffalo,  N.  Y. 
Danbury,  Conn. 
East  Orange,  N.  J." 
Elizabeth,  N,  J.« 
Elmira,  N.  Y. 
Flushing,  N.Y.fc 
Geneva,  N.  Y. 
Glenns  Falls,  N.  Y. 
Glovereville,  N.  Y. 
Hackensack,  N.  J. 
Hoboken,  N.  J.  ^ 


Ithaca,  N.  Y. 
Jamaica,  N.  Y.* 
Jamestown,  N.  Y. 
Jersey  City,  N.  J.* 
Kingston,  N.  Y. 
Lockport,  N.  Y. 
Long  Island  City,  N..Y.6 
Meriden,  Conn. 
Middletown,  N.  Y. 
MontclMr,  N.  J." 
Morristown,  N.  J. 
Mount  Vernon,  N.Y. 
Newark,  N,  J. 
Newbunih,  N.  Y. 
New  Haven,  Conn. 
NewRochelle,  N.Y. 
New  York,  N.  Y. 
Niagara  Falls,  N.  Y. 


Orange,  N.  J." 

Oswego,  N.  Y. 
Passaic,  N.  J." 
Paterson,  N.  J.o 
Plainfield.  N.  3. 
Poughkeepsie,  N.  Y. 
Rochester,  N.Y. 
Rome,  N.  Y. 
Saratoga  Springs,  N. 
Schenectady,  N.  Y. 
Stamford,  Conn. 
Stapleton,  N.Y.6 
Syracuse,  N,  Y. 
Troy,  N.  Y. 
Utica,  N.Y. 
Waterbury,  Conn. 
Watertown,  N,  Y. 
Yonkera,  N.  Y. 


Blank  forms  of  application  for  the  November  examinations  may  be  obtained  from 
the  local  secretary  at  the  office  where  employment  is  desired,  or  from  the  Secretary 
of  the  Second  Civil-Service  District,  Custom-Honse,  New  York  City,  between  July  1 
and  the  third  Monday  in  October.  Applications  should  be  properly  executed  and 
filed  with  the  district  secretary,  at  the  Cnstom-House  in  New  York  City,  between 
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st  of  July  and  the  close  of  bosinesa  on  the  third  Monday  in  October.  Applica- 
for  the  November  examinations  presented  at  other  times  will  be  returned  to 
pplicants. 

r  the  following  offices  the  names  of  male  eligibleB  will  be  entered  on  only  one 
ter,  namely,  the  clerk  or  the  carrier  r^ist«r,  and  male  applicants  for  those 
<9  mutt  indicate  in  their  appli^miionJi  whether  they  desire  the  position  of  clerk  or 

ny,  N.  Y.  Hoboken,  N.  J.  Paterson,  N.  J. 

irn,  N.  Y.  Jamaica,  N.  Y.  Rochester,  N.  Y. 

hamton,  N.  Y.  Jersey  City,  N,  J.  Schenectady,  N.  Y. 

jeport.  Conn.  Long  Island  City,  N.  Y.  Syracuse,  N.  Y. 

klyn,  N.  Y.  Meriden,  Conn.  Troy,  N.  Y. 

do,  N.  Y.  Newark,  N.  J,  UUca,  N.  Y. 

Orange,  N,  J.  New  Haven,  Conn.  Waterbury,  Conn, 

ibeth,  N,  J.  New  York,  N.  Y.  Yonketa,  N.  Y. 

ira,  N.  Y.  Orange,  N.  J. 

hiiig,  N.  Y.  Pas^c,  N.  J. 

request  for  a  chai^  in  the  designation  of  the  position  desired  by  an  applicant 

;  be  made  in  writing  and  received  by  the  district  secretary  on  or  before  the  dat« 

ie  examination;  otherwise  no  change  will  be  made. 

le  name  of  each  male  eligible  for  any  poet-office  not  mentioned  in  the  preceding 

^rapb  will  be  entered  on  both  the  male-clerk  register  and  the  carrier  roister, 

ivill  be  considered  in  its  order  for  vacancies  occurringin  either  the  position  of  male 

:  or  carrier,  without  regard  to  any  choice  as  to  position  expressed  by  the  eligible 

.8  application.     Male  eligibies  will  be  entitled  to  three  considerations  from  the 

I  register  and  also  to  three  considerations  from  the  carrier  register.  Failnre 
tlection  from  one  register  or  declination  of  appointment  when  selected  will  not 
t  the  status  of  an  eligible  on  the  other  register.  Acceptance  of  appointment  from 
>r  roister  will  remove  the  eligible'a  name  from  both  registers.^ 

}  person  may  at  the  same  time  be  an  applicant  for  or  eligible  from  examination 
□ore  than  one  post-office,  except  when  specif  examinations  are  announced  in 
ir  to  secure  sufficient  eligibies. 

.  the  Post-Ofiice  Service  appointments  are  made  usually  to  the  positaon  of  subeti- 
clerk  or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their  original 
lintment  to  the  first  vacancies  occurring  in  regular  positions. 
.erksin  offices  of  the  first  and  second  class  and  carriers  in  the  city  delivery  service 
iivtded  into  six  grades,  as  follows;  First  grade,  salary  $600;  second  grade,  salary 
i;  third  grade,  salary  J900;  fourth  grade,  salary  $1,000;  fifth  grade,  salary  $1,100; 
h  grade,  salary  (1,200.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
eesively  to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
noted  successively  to  the  fourth  grade, 

II  promotions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
rter  following  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No 
notion  will  be  made  except  upon  evidence  sarisfactory  to  the  Post-Office  Depart- 
Lt  of  the  efficiency  and  faithfulness  of  the  employee  during  the  preceding  year. 
en  a  clerk  or  carrier  fails  of  promotion  because  of  nnsatisfactery  service,  he  may 
promoted  at  the  b^inning  of  the  second  quarter  thereafter,  or  of  any  subsequent 
rter,  on  evidence  that  hie  record  has  been  satisfactory  during  the  intervening 
od.  Clerks  and  carriers  of  the  highest  grade  in  their  respective  offices  are  eUgible 
promotion  to  the  higher  positions  in  said  post-offices. 

ny  clerk  is  eli^ble  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 
transfer  to  the  service  of  a  clerk. 

uxiliary  employees  are  paid  for  actnal  service  at  the  rate  of  30  cents  an  hour. 
h  auxiliary  employees,  however,  are  required  to  work  not  less  than  two  hours 
y  and  may  serve  as  substitutes.  They  are  eligible  for  appointment  as  clerks  and 
riers  of  the  first  grade. 


Substitutes  are  paid  at  the  rate  of  30  cents  au  hour  when  serving  for  absent  clerks 
and  camera,  and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
clerks  and  carriers  of  the  first  grade. 

Examinations  for  the  [ollowing  offices  will  be  held  only  when  eligibles  are  needed, 
and  application  blanks  will  not  be' given  oat  until  the  examinations  are  announced: 


Albion,  N.  Y. 
Ansonia,  Coon. 
Arlington,  N.  Jo 
Ballston  Spa,  N.  Y. 
Batavia,  N.  Y. 
Bath,  N.  Y. 
Bayonne,  N.  J. 
Brockport,  N.  Y. 
Canajoharie,  N.  Y. 
Caaandmgua,  N.  Y. 
Canastota,  N.  Y. 
Carthage,  N.  Y. 
Oatskill,  N.  Y. 
Cohoea,  N.  Y. 
Cooperstown,  N.  Y. 
Coming,  N.  Y. 
Cortland,  N.  Y. 
Cranford,  N.  J." 
Dansville,  N.  Y. 
Derby,  Conn. 
Dover,  N.  J. 
Dunkirk,  N.  Y. 
East  Aurora,  N.  Y. 
Englewood,  N,  J. 
Far  Bockaway,  N.  Y.fr 


Herkimer,  N.  Y. 
Hoosick  Falls,  N.  Y. 
Hornell,  N.  Y. 
Hudson,  N.  Y. 
Ilion,  N.  Y. 
Irvingtqn,  N.  Y. 
Johnstown,  N.  Y. 
Leroy,  N.  Y. 
Lestershire,  N.  Y. 
Liberty,  N.  Y. 
Little  Falls,  N.  Y. 
Lyons,  N.  Y.  ' 
Madison,  N.  J. 
Malone,  N.  Y. 
Mamaroneck,  N.  Y 
Mechanicaville,  N.  Y. 
Medina,  N.  Y. 
Naugatuck,  Conn. 
Newark,  N.  Y. 
New  Brighton,  N.  Y.6 
Newton,  N.  J. 
Northport,  N.  Y. 
North  Tonawanda,  N.  Y. 
Nor  walk,  Conn, 
wich,  N.  Y. 


Fishkill   on   the    Hudson,     Nyack,  N.  Y. 


N.  Y. 
Fort  Plain,  N.  Y. 
Fredonia,  N.  Y. 
Freeport,  N.  Y. 
Fulton,  N.  Y. 
Gou Yemen r,  N.  Y. 
Greenwich,  Conn. 
Hempstead,  N.  Y. 


Ogdenaburg,  N.  Y. 
Olean,  N.  Y. 
Oneida,  N.  Y. 
Oneonta,  N.  Y. 
Oasining,  N.  Y. 
Owego,  N.  Y. 
Palmyra,  N.  Y. 
Patchogue,  N.  Y. 


Peekskill,  N.  Y. 
Penn  Yan,  N.  Y. 
Plattaburg,  N.  Y. 
Port  Chester,  N.  Y. 
Port  Jervia,  N.  Y. 
Port  Richmond,  N.  Y.6 
Potsdam,  S.  Y. 
RahH-ay,  N.  J." 
Rensselaer,  N.  Y. 
Ridgewood,  N,  J. 
RockvlUe  Center,  N.  Y. 
Eosebank,  N.  Y.ft 
Rutherford,  N.  J." 
Salamanca,  N.  Y. 
Sandy  nm,  N.  Y. 
Satanac  Lake,  N.  Y. 
Baugerties,  N.  Y. 
Seneca  Falls,  N,  Y. 
South  Norwalk,  Conn. 
South  Orange,  N.  J.i 
Summit,  N.  J. 
Tarrytown,  N.  Y. 
Tompkinsville,  N.  Y.6 
Tonawanda,  N.  Y. 
Wallingford,  Conn. 
Watervliet,  N.  Y. 
Waveriy,  N.  Y. 
Weeliawken,  N.  J.* 
Wellaville,  N.  Y. 
Westfleld,  N.  J.o 
Weet  Hoboken,  N.  J.6 
West  New  Brighton,  N.  Y.* 
White  Pliuns,  N.  Y. 


Due  announcement  of  the  date,  time,  and  place  ol  examinations  will  be  ^ven. 
CtrSTOM-HOTISE  SERVICE. 

Candidates  for  appointmenta  in  the  Customs  Service  must  he  not  leaa  than  21  nor 
more  than  55  yeara  of  age,  of  suitable  physical  condition,  and  mentally  qualified. 
If  otherwise  duly  qualified,  the  limitation  aa  to  age  will  not  apply  to  honorably  dis- 
charged United  States  soldiers  or  sailors. 

There  are  three  grades  of  general  esarainations  given  for  positions  in  the  Gnstoms 
Service. 

For  description  of  esaminationa  see  pages  10-to  15. 

Examinationa  for  positions  not  included  under  the  general  examinations  are  held 
only  when  eligibles  are  needed,  and  application  blanks  will  not  be  given  out  until 
the  examinations  are  announced.  (This  does  not  apply  to  examinations  for  sten- 
(^rapher  and  typewriter;  aee  p.  9. ) 
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0  peisoQ  may  at  the  aama  Kme  be  an  applicant  for  or  eligible  from  e: 
more  than  one  cnatoms  office. 
ny  person  may  be  an  applicant  for  podtjone  in  one  grade  only  upon  filing  at  the 
per  time  an  application  and  naming  in  euch  application  the  positions  to  which  he 
illii^  to  accept  appointment;  but  no  change  Bhall  be  made  in  this  reepect  after 
date  of  the  examination. 

''hen  a  person  declines  or  is  selected  for  appointment  his  name  will  not  be  again 
iidered  for  the  same  position  or  any  other  position  covered  by  the  eligible  regie- 
from  which  be  was  selected. 

POaiTIONS-CUSTOMS  OFPICBS  IN  NEW  YORK  CITY  ONLY. 

he  finit.^rade  examination  is  given  to  applicants  for  the  positions  of  clerk  and 

pier.     Salary  of  eamplere,  $1,000  per  annum.     Application  Form  1371. 

he  second^rade  examination  is  given  to  applicants  for  the  positdona  of  junior 

k.  and  messenger.    Salary  of  junior  clerks  and  messengers,  f>840  per  annum. 

ilication  Form  1371. 

lie  second-grade  examination  is  also  given  for  the  position  of  asaietant  wether, 

applicants  mnst  have  had  at  least  one  year's  actual  experience  as  a  practical 

Fber  on  the  beam  scale  such  ae  ia  used  in  the  Customs  Service  at  New  York. 

'licants  must  furnish  a  statement  of  their  experience,  stating  when,  by  whom, 

where  employed  and  kind  of  scales  handled.    Salary  of  assistant  weighers,  $4 

diem.    Application  Form  1371. 

ie  second-grade  examination  ia  also  given  for  the  position  of  night  inspector; 

ry,  $3  per  diem.     Application  Form  1371. 

le  third-grade  examination  ia  given  to  applicants  for  the  positions  of  watchman, 

adant,  foreman,  stamper,  and  classified  laborer.    Salaries  about  $840  per  annom. 

Hcation  Form  1371. 

1  persons  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
iven  the  strength  test  now  given  to  unskilled  laborers,  which  consists  of  lifting 

shouldering  a  sack  weighing,  with  contents,  125  pounds.  If  they  pass  the 
igth  teat  in  addition  to  the  classified  laborer  examination,  auch  fact  will  be  noted 
1  the  repster  as  in  the  nature  of  a  qualification.  If  the  appointing  oflScer  shall 
est  the  certification  from  the  classified  laborer  register  of  those  persons  physi- 
'  qualified  for  the  discharge  of  the  manual  labor  connected  with  the  position  to 
lied,  certification  shall  be  made  from  those  standing  highest  in  the  educational 
nination  who  have  also  passed  the  strength  test. 

pplicante  who  desire  to  undergo  the  strength  test  will  be  informed  by  the  district 
ttary  when  and  where  to  report  for  the  test. 

le  third-grade  examination  is  also  given  for  the  position  of  elevator  conductor, 
applicants  are  required  to  file  a  statement  of  their  experience,  slating  when,  by 
m,  and  where  employed.     Application  Form  1371. 

le  examination  for  opener  and  packer  will  consist  of  the  third^rade  subjects, 
a  weight  of  10  per  cent,  in  addition  to  ratings  on  experience  and  ability  as  a 
:man,  60  per  cent,  and  physical  condition,  30  per  cent.  Special  credit  will  be 
1  for  experience  in  opening  and  packing  general  merchandise.  AppIicatJoa 
a  1093. 

>plicants  for  opener  and  packer  must  measure  not  less  than  5  feet  6  inches  in 
ht  in  bare  feet,  and  weigh  not  less  than  150  pounds,  without  overcoat  and  hat. 
le  first,  second,  and  third  grade  examinations  are  not  open  to  women. 
-sons  Btt^nlnB  n  mtlnR  of  XS  per  cent  or  less  in  the  Becond  or  tUrd  grade  aaatotUB 
■Inaltons  hsve  but  Uttle  proBpect  of  appointment,  as  tlie  niunlier  of  ellglblea  Is  always 
largely  In  excess  of  Clie  nnmber  appointed.  Appointments  froiu  tine  first-grade  reg- 
to  Uie  position  of  clerk  are  not  frequently  made,  owing  to  the  tact  thiitthin  position 
be  filled  by  the  promotion  of  persons  already  in  the  senloe.  The  second-grade  re- 
established October  3,  1906,  from  the  examination  held  in'the  preceding  May,  con- 
d  7S1  ell^bles,  and  no  person  recelvtug  less  than  87  per  cent  was  certlfled  for 
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POsmONS-CCSTOMS  OFFICSS  OrXSIDE  ITBW  TOKK  CTTS. 

The  flret^rade  examination  is  given  for  the  positions  of  clerk,  day  inspector,  store- 
Keeper,  and  deputy  officer,  bat  not  tor  chief  or  special  deputy  collector  in  the  larger 
custom-hnuBea.     Application  Form  1371. 

The  second-grade  examination  is  given  for  the  positions  of  aeeistant  weigher,  mes- 
senger, and  sampler.    Application  Form  1371. 

The  third-grade  examination  b  given  tor  the  positions  of  attendant,  classified 
laborer,  foreman,  inepectress,  janitor,  n^ht  inspector,  porter,  and  watchman. 
Application  Form  1371. 

The  examination  for  opener  and  packer  will  consist  of  the  tbird-grade  subjects, 
with  a  weight  of  10  per  cent,  in  addition  to  rfttii^  on  experience  and  ability  as  a 
workman,  60  per  cent,  and  physical  condition,  30  per  cent.  Special  credit  will  be 
given  for  experience  in  opening  and  packing  general  merchandise.  Application 
Form  1093. 

EXAMINATIONS. 

Examinations,  all  grades,  for  the  following-named  cnstom- houses  will  be  held 
beginning  the  second  Monday  in  May: 

New  York  City.  Hi^ara  Falls,  N.  Y.  BuHalo,  N.  Y. 

PlattBburg,  N.  Y.  Ogdensburg,  N.  Y. 

Unless  specially  announced,  no  examination  will  be  held  for  the  New  York  cus- 
tom-honse  nntil  May,  1910. 

Blank  fonns  of  application  may  be  obtained  from  the  local  secretary  at  the  office 
where  employment  ia  desired,  or  from  the  Secretary  of  the  Second  Civil-Servic« 
District,  Custom-House,  New  York  City,  only  between  January  1  and  the  second 
Monday  in  April,  and  should  be  executed  and  filed  with  the  district  eecretary,  at 
the  custom-house  in  New  York  City  not  later  than  the  lecond  Monday  in  ApriL 
Applications  will  be  received  only  between  the  dates  mentioned. 

Examinations  for  customB  offices  at  the  following  places  will  be  held  only  when 
eligiblee  are  needed,  and  application  blanks  will  not  be  given  out  until  examinations 
are  announced: 

Albany,  N.  Y.  Newark,  N.  J.  Eocheeter,  N.  Y. 

Bridgeport,  Conn.  New  Haven,  Conn.  Syracuse,  N.  Y. 

Cape  Vincent,  N.  Y.  Osw^o.  N.  Y. 

INTBRNAJj-RETENUB  SERVICE. 

Application  Form  1371. 

Age  limits,  21  years  or  over. 

Examinations  tor  the  positions  of  clerk,  division  deputy  collector,  office  deputy 
collector,  gauger,  storekeeper,  and  storekeeper-^uger  are  held  on  the  first  Wednes- 
day in  September  of  each  year,  at  the  following  places; 

Newark,  N.  J.  Rochester,  N.  Y.  Troy,  N.  Y. 

New  York,  N.  Y.  Syracuse,  N.  Y. 

The  examinations  for  the  positions  named  above  are  described  on  page  10. 

The  deputy  collector  and  clerk  examination  will  he  given  tor  the  positions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  positions 
ahould  apply  for  the  "deputy  collector  and  clerk"  examination.  The  storekeeper- 
gauger  esamination  will  be  given  tor  the  poaitiooe  of  gauger,  atorekeeper,  and 
storekeeper-ganger,  and  appUcants  for  theee  positions  should  apply  tor  the  "store- 
keeper-ganger" examination. 

All  positions  in  this  service  are  subject  to  competitive  examinations  exoept  those 
ot  mere  laborers  or  workmen,  those  which  are  subject  to  confirmation  by  the  Senate, 
all  bonded  atorekeepere  and  gaugers  whose  compensation  does  not  exeeed  (3  per 
diem  when  actually  employed,  and  whose  aggregate  compensation  does  not  exceed 
$500  per  annum. 


.n  applicant  can  be  examined  only  (or  the  district  in  which  he  wisheB  to  be 
cloyed,  and  the  Department  usually  selects  for  appomtment  aa  eligible  who  is  a 
dent  of  the  district  in  wbich  the  vacancy  exists. 

o  person  may  at  the  same  time  be  an  applicant  for  oreligible  from  examination 
more  than  one  internal-revenue  office, 

Ixaminations  for  each  intemal-revenae  district  will  be  held  on  the  first  Wednesday 
lept«mber  of  each  year. 

here  are  seven  internal-revenue  districts  whose  headquarters  are  located  within 
second  civil-service  district,  viz,  at  Brooklyn,  New  York  {two  districts),  Albany, 
a^nise,  Rochester,  N.  Y.,  and  Newark,  N.  J. 
be  districts  are  as  follows: 

'ew  Jersey,— Fifth  District:  The  counties  of  Bergen,  Essex,  Hudson,  Hnnt«rdon, 
Idlesex,  Morris,  Passaic,  Somerset,  Snsses,  Union,  and  Warren. 
'em  York. — First  District:  The  counties  of  Kings,  Nassau,  Queens,  Richmond,  and 
bik. 

scood  District:  The  First,  Second,  Third,  Fonrth,  Fifth,  Sixth,  Eighth,  Ninth, 
Fifteenth  wards  of  New  York  City;  that  portion  of  the  Fourteenth  Ward  lying 
t  of  the  center  of  Mott  street;  that  portion  of  the  Sixteenth  Ward  lying  south  of 
center  of  West  Twenty-fourth  street,  and  Ciovernora  Island. 

bird  District:  The  Seventh,  Tenth,  Eleventh,  IVelfth,  Thirteenth,  Seventeenth, 
hteenth.  Nineteenth,  Twentieth,  Twenty-first,  and  Twenty-Second  wards  of  New 
k  City;  that  part  of  the  Fourteenth  Ward  lying  east  of  the  center  of  Mott  street; 
;  part  of  the  Sixteenth  Ward  lying  north  of  the  cent«r  of  West  Twenty-fourth 
et,  and  Blackwells,  Randalls,  and  Wards  islands. 

aurteenth  District:  The  counties  of  Albany,  Clinton,  Columbia,  Dutchess,  Essex, 
Mu,  Greene,  Hamilton,  Montgomery,  Orange,  Putnam,  Beneeelaer,  Bocklond, 
itoga,  Schenectady,  Schoharie,  Sullivan,  Ulster,  Warren,  Washington,  and  Weat- 
it«r,  and  the  Twenty-third  and  Twenty-fourth  wards  of  New  York  City, 
wenty-flrst  Dintnct:  The  counties  of  Broome,  Cayuga,  Chenango,  Cortland,  Dela- 
s,  Franklin,  Herkimer,  Jefferson,  Lewis,-  Madison,  Oneida,  Onondaga,  Oswego, 
igo,  St.  Lawrence,  Schuyler,  Seneca,  Tioga,  Tompkins,  and  Wayne. 
wenty-eighth  District:  The  countiee  of  Allegany,  Cattaraugus,  Chautauqua,  Cho- 
ig,  Erie,  Genesee,  Livingston,  Monroe,  Niagara,  Ontario,  Orleans,  Steuben, 
oming,  and  Yatea. 

lank  forms  of  application  may  be  obtained  from  Che  local  secretary  in  the  city 
:re  employment  is  desired,  or  from  the  Secretory  of  the  Second  Civil-Service  Dis- 
,,  Custom-House,  New  York  City,  between  June  1  and  the  first  Wednesday  in 
ust.  Applications  should  be  properly  executed  and  filed  with  the  district  sec- 
ry  at  the  custom-house.  New  York  City.  They  will  be  accepted  not  earlier  than 
e  1  nor  later  than  4.30  p.  m.  on  the  first  Wednesday  in  Ai^;nst.  Applications 
ented  at  other  times  will  be  returned  to  the  applicants. 

>r  a  copy  of  the  Gauger'e  Manual,  applicants  should  apply  to  the  Commissioner 
iitemal  Revenue,  Washington,  D.  C. 

le  positions  of  bonded  etorekeepers-gaugers  whose  compensation  does  not  exceed 
ler  diem  when  actually  employed,  and  whose  aggregate  compensation  does  not 
•ed  $500  per  annum,  are  not  subject  to  examination. 

satnination  for  the  position  of  messenger  is  held  only  when  eligibles  are  needed, 
will  be  duly  announced  in  the  public  press. 

CSTODIAS,    SUBTBEASUKY    AND    MINT    ANT    ASSAY 
SERVICES. 

saminations  for  these  services  will  be  held  only  when  eiigibles  are  needed, 
applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
juncement  of  date,  time,  and  place  of  examination  will  be  given.  The  announce- 
te  will  contain  information  as  to  the  subjects  of  the  examinations. 


Goo^^lc   " 


Applicants  for  poaitions  in  the  mechanical  tradee  or  for  other  noneducationa)  poet- 
tioBB  in  the  Qu&rt«rmast«r's  Department  at  l4irge  shoold  write  to  the  district  secre- 
tary at  New  York  for  special  circular  issaed  for  that  departmeDt. 

OENERAL  INFORMATION. 

Many  applicants  fall  to  properly  execute  their  applications  or  fail  in  the  esamina- 
tiona,  not  through  a  lack  of  knowledge,  bnt  lately  through  haete  and  carelessness 
in  reading  and  interpreting  questions  and  in  writing- the  answers.  Great  care  should 
be  eierciaed  in  completing  the  application  to  see  that  every  requirement  has  been 
fully  complied  with.  In  the  examinattonB,  white  competitors  must  complete  their 
work  within  a  prescribed  time,  it  is  ample  for  the  careful  consideration  of  every 
question  given. 

trmder  leotiinu  S3&9,  Mia,  and  6479,  Bevlied  BtttatM  of  the  ITnited  Btatai,  any  falw 
Btstemaiit  in  an  applioatiaii,  alt«ratioii  of  a  vonoliaT  or  oBrtitlGate,  or  tha  preaentatioa  t* 
Chs  Commiuion  of  an;  iDoli  paper  la  a  violatloiL  of  the  law.  A  number  of  eonviotiolu  of 
penoat  gftUt;  nuder  the  above -menUoned  ilatatei  have  been  eeonred. 

The  Commiesion  is  not  responsible  for  delay  in  the  recnpt  of  applications.  Appli- 
cations sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailing  an 
application  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
not  accepted  unless  actually  received  by  the  district  secretary  within  the  time  limit 
prescribed  for  the  examination  desired. 

Persons  who  have  applied  for  an  examination  or  who  have  passed  an  examination 
should  keep  the  district  secretary  informed  of  any  change  of  postx)fl5ce  address. 
Failure  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
have  an  address  changed  should  always  be  made  by  letter,  which  should  relate  only 
to  the  change  in  address  and  should  always  indicate  the  kind  of  examination  taken, 
the  average  attained,  and,  if  educational,  the  place  and  date. 

Alt  examination  questions  are  prepared  and  all  papers  are  rated  by  the  Civil  Serv- 
ice CommisBion,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
promptly  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
rating  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
district  secretary  or  the  Commission  to  expedite  the  rating. 

A  person  who  passes  in  an  examination  will  not  be  allowed  reexamination  tor  the 
same  position,  or  for  any  position  covered  by  the  same  examination,  until  approxi- 
mately one  year  after  the  date  of  the  former  examination,  whether  or  not  the  com- 
petitor baa  l>een  three  times  certified.  A  person  who  fails  to  pass  in  an  examination 
may,  npon  fihng  a  new  application  in  due  time,  ent«r  the  next  examination  when 
held.  Reexamination  other  than  that  named  above  will  be  granted  only  in  very  ex- 
ceptional cases,  in  which  injustice  has  for  any  reason  been  done  or  suffered,  and  in 
such.cases  the  request  for  reexamination  must  be  accompanied  by  a  sworn  statement 
of  the  alleged  facte  upon  which  it  is  based.  A  simple  statement  that  the  applicant 
did  not  do  himself  justice  will  not  be  regarded  as  sufficient  ground  for  allowing  a 
reexamination.  An  applicant  who  is  recovering  from  illness  must  abide  by  the  result 
of  hie  examination,  whetlier  or  not  he  states  in  tiis  declaration  sheet  that  he  is  phys- 
ically unable  to  do  himself  justice. 

Wherever  possible  postal  cards  should  be  used  in  making  requests  for  blanks.  Be 
as  brief  as  possible,  simply  indicating  the  kind  of  examination. 

When  an  eligible  accepts  on  appointment  his  name  will  be  taken  from  all  registers 
resulting  from  the  same  or  a  subsequent  similar  examination. 
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Two  or  mots  tn«mberf  of  tatnily  in  pnblio  torriM,  —The  civil-eervlce  act  providea  that 
beaever  there  are  two  or  more  members  of  a  family  in  the  public  service  in  the 
rades  covered  by  that  act  no  other  member  of  each  family  shall  be  eligible  to 
^pointmeat  to  any  of  tho  said  grades.  The  AttoroBy-General  on  May  25,  1907, 
mdered  a  decision  that  where  two  or  more  membere  of  a  family  are  in  the  publie 
irvice  in  the  grades  covered  by  the  civil  eervice  act  the  Commission  is  authorized 
id  required  to  withhold  from  certification  the  name  of  any  other  member  of  such 
.mily, 

Aiter  the  papers  of  an  examination  have  been  rated,  the  names  of  the  eligible^  are 
itered  on  t^ie  register  in  the  order  of  the  average  obtained  by  each.  An  average 
^rcentage  of  70  is  required  in  order  to  become  eligible,  except  in  cases  of  persons 
onorably  discharged  from  the  United  States  mihtary  or  naval  service  /or  dUabUUy 
curred  in  the  line  of  duty.  The  names  of  such  persona,  whose  claims  for  preference 
*ve  been  allowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average 
^rcentage  of  65,  will  be  placed  at  the  head  of  the  eligible  r^^ter. 
When  a  vacancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  con- 
dered  by  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
imes  not  selected  are  considered  again  until  each  name  has  been  considered  three 
mes.    The  period  of  eligibility  is  one  year  from  the  date  the  name  isentered  on  the 

Every  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
hich  lime  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
is  absolute  appointment  In  the  Post-Office  Service  the  sis  months'  probationary 
;riod  begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
le  date  of  appointment  as  substitute. 

CIVIL-SKRVICE  SCHOOLS  AND  INSTITUTES. 

The  Commission  has  no  connection  with  any  civil-service  school  or  institate  doing 
isiness  hy  correspondence  or  otherwise,  and  has  no  information  to  furnish  in 
gard  to  such.  Their  representaUves  are  not  permitted  to  inspect  the  examination 
ipera  of  competitors!  Authentic  information  in  regard  to  examinations  may  be 
>tained  only  from  the  United  States  Civil  Service  Commission,  and  without  cost. 

INFORMATION  CONC£Bl«Ne  OTHER  SERVICES. 

A.  manual  of  examinations  is  issued  by  the  United  States  Civil  Service  Commission^ 
January  and  July  of  each  year,  which  contains  full  information  concemii^  the 
!ular  spring  and  fall  examinations  tor  positions  in  the  Departmental,  Indian.  R^l- 
y  Mail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
;3opy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
tnmission,  Washington,  D.  C. 


STENOGBAPHBB  AND  TYPEWRITER  (ALL  SERVICES). 

The  stenographer  and  typewriter  examination  is  the  same  for  all  branches  of  the 
ieral  service,  and  eligibles  are  certified  to  vacancies  in  the  Departments  in 
lahington  or  in  the  local  offices  in  the  vicinity  of  their  places  of  remdence,  or 
iwhere,  as  in  the  judgment  of  the  Civil  Service  Commission  may  be  required  for 
good  of  the  service. 

aformation  concerning  this  examination  may  be  obtained  from  the  United  States 
il  Service  Commission,  Washington,  D.  C. 
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DESCRIPTION  OF  EXAMINATIONS. 

There  &re  three  grades  of  general  examinationB,  namely: 


nm  gmde;  cmtoms 

SeooDd  grade. 

TWrtg«de:^cu«om. 

hOUTB.) 

(Time allowed,  Jhouts.) 

(Time  allowed,  4|  hoiin. ) 

?« 

Sn 

fri 

Sti 

Subjects. 

If 

SabjMls. 

■^■^ 

Subjecta. 

^s 

BubjecM. 

s? 

«it 

.  Spelling 

in 

rSpelliiiB 

w 

I.  Spelling 

10 

1.  Spelling 

m 

sssr'te- 

'■  ''^%,/P'^ 

S:  gbwS- 

ii> 

10 

^"'^ 

lOO 

Toul 

100 

Total 

ICO 

Total 

100 

aForeubjectsand  weights  of  flnt  and  second  grade  examinations  for  the  New  York  custom-hoiue, 
ATMs  examlDstlon  Is  given  for  poalUons  of  both  clerk  and  carrier  <n  post-offloen, 
Si^tjecti  and  iBeighli  firtt  and  tecond  gradt  examinaHoiM  for  the  New  York  eiulom-houte. 


(Time  bII^mI!  5%ouc».) 

(Time  alloweSTl  hours.) 

Subjects. 

SSSS 

Subjeots. 

VSi 

i 

, 

Spelling 

i 

Artlhmettc 

Time  coaaumed  In  examination 

0 

lOo 

SubjeoU  and  weights  of  examinaiUmi  for  the  Internal- ReKoaie  & 


DeoutT  collector  and  clerk. 
(Time  allowed,  5  bours. ) 

(Time  allowed,  4)  Eoun.) 

Subjects. 

welgbW* 

SubJeeU, 

Relatiie 
weight*. 

10 

10 
10 

1   Artlbmettc 

2.  Letter  writing  (second  grade) 

100 

r..od:-,GoOi^Ic 


11 

1  the  deputy  collector  aad  clerk  examination  the  epellmg  teat  ie  of  about  the 
e  degree  of  difficalty  as  that  for  first  grade.  The  second  sabject,  arithmetic, 
prisM  fundamental  operationa,  common  and  decimal  fractioDS,  and  practical 
>1eiii8  in  the  elements  of  percentage  and  menmiration.  This  aabject  is  of  approx- 
telj  the  same  degree  of  difficulty  aa  the  flrat-grade  arithmetic  in  the  custom- 
se  examination,  but  the  qaeetione  relate  more  particularly  to  problems  which 

arise  in  the  internal-revenue  eervice.  The  t«st  in  elements  of  accounts  is 
lar  to  the  fifth  problem  in  flrat-grade  arithmetic 

,  the  storekeeper-ganger  examination  the  subject  of  arithmetic  comprises  funda- 
tal  operations,  common  and  decimal  fractions,  and  practical  proDlems  in  the 
lenla  of  mensuration.  This  subject  is  of  approximately  the  same  degree  of  diffl- 
'  as  the  second-grade  arithmetic  in  the  custom-house  examination,  but  the  ques- 
I  relate  more  particularly  to  problems  which  may  arise  in  the  internal-reveaue 
ce.    The  copying  exercise  coneists  of  a  test  in  copying  figures  arranged  in  the 

of  a  table,  aod  also  a  few  printed  lines. 

SPECIMEN  QUESTIONS. 

FIRST-GRADE  EXAMINATION. 

e  following  queetions  and  tests  which  hiive  been  used  indicate  the  f>eDeral 
icter  of  these  subjects: 

t  SDl(|ect— Spelling.— Spelling  Is  dictated  bj-  tho  exuolner.  The  worda  are  written  by  tbe 
titor  In  the  blank  spacea  indicated  on  the  first  sheet  of  the  eiamlnatlon.  All  words  should  be 
;nced  with  capital  letters.  .  The  examiner  pronounces  each  word  and  glv&  Its  deSnltloD. 
mpetltor  Is  required  to  write  oul;  the  word  and  not  lis  definition. 

ider;  A lon^,  roond  bodj.  Prominorjl:  Contalningapromlse;  Bi,»pronilS8ory  note.  Eiiential: 
iry  or  indiipensable.  HumrniU;,- Apparent  or  TMble.  OpporlunUy:  AfltorcpnTenienttlme. 
nL-  Fakeor tricky.  Dtferenct:  Respect oi regard.  JnaertHni.-Theactaf  plaelngln;as,theinBer- 
an  advertisement.  RuUititie:  To  makeeasy;  as.  to  facilitate  business.  SeAauetady:  A  city 
'Jnlted  States.  Adjacent:  Lying  near  or  bordering  on.  SotOKnir:  A  token  o(  Femembrance. 
'nff:  Yielding  or  glTlng  up;  aa,  conceding  a  point.  lAiuage:  Line  of  descent  or  ancestry;  as,  of 
neage.  IMderioat:  Harmful  or  Injurious;  as.  deleterious  to  health.  Horimniiti:  On  a  level. 
■ny;  An  estate  inherited  from  one's  father.  CertOIcale:  A  written  testimony;  as,  a  nmrriago 
.te.  Setervotr:  A  place  of  storage;  as,  a  water  regerroii.  Privilege:  A  right  as,  the  priTll^e 
K- 

id  Sutilect— Arithmetic.— In  solving  problems  th 
be  figures  necessary  in  solving  each  problem  sb< 
sbonld  be  Indicated  by  writing  "Ans."  after  it. 
s  question  comprises  a  test  in  adding  nambtiis  cro^wiae  and  lengthwise.  There  are  usually 
uiniis  of  about  twelve  nambeis  eacb  to  be  added.  S.  Divide  47A  by  7|,  multiply  tbe  quo- 
)f,  and  to  the  product  add  0.0W7  of  £14.S.  3.  A  lather  invested  a  sufficient  sunt  of  money  in 
laettsG'a  at  9T),  brokerage  1  percent,  to  give  his  bod  an  annual  income  of  tl.2C0.  What  was 
■nvesled?  4.  The  appropriation  for  the  Civil  Service  Commission  (or  the  fiscal  year  ended 
1897.  was  tflB,340.  I>nring  that  year  60.000  persons  were  examined.  U  34  per  cent  ol  tbis 
ailed  to  pass,  and  lit  per  cent  ol  those  who  passed  were  appointed,  wbat  was  tbe  average 
le  GoTemment  ot  eacb  appointment!  H.  Ou  April  1,  I9M.  Amos  Ward  owed  Graves  & 
X>  on  accounL  April  4,  he  sold  them  68  barrels  potatoes  at  t2.T6  per  barrel.  April  6,  be 
\  a,  draft  upon  San  Francisco  for  91,860.  which  they  accepted  at  j  per  cent  discouol.  April 
d  Ward  SM  bnahels  com  at  381  cents  per  bushel.  AprU  IS.  they  bought  of  him  2.960  feet 
<1.2S  per  hundred  leet.  April  IS.  they  sold  him  34)  dozen  chairs  at  BOoentB  eacb.  April  21. 
jlit  of  them  I.ieo  eega  at  14  cents  per  docen.  April  2S,  be  gave  them  a  note  for  tl.S20  due 
April  20,  he  bought  of  them  li.BSO  pounds  hay  at  815  a  ton.  Uake  an  itemized  statement 
re  account  as  it  should  appear  taken  from  the  books  of  Ward;  make  a  proper  beading; 
«conDt,  and  bring  down  the  balance  as  it  sbould  have  appeared  May  1, 1904. 
aatfjeet — Penmanship.— The  rating  on  peDmanshlp  will  be  determined  by  1t«ibility, 
eatnece,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  tormaUon  of 
era.  and  punctuation  macks,  in  the  exercise  of  the  fourth  subject;— letter  writing.  No 
iCyle  of  penmanship  is  preferred. 

•nb^eot— I.ett«r  Writing;.— The  competitor  Is  permitted  to  write  on  either  one  of  two 
-en.  The  followiQgsub)ect  has  been  used:  Write  a  letter  of  not  lesathan  IN)  words,  giving 
tta  to  the  advantages  and  disadvantages  of  employment  in  tbe  departmental  service  in 


lerigDed  to  teat  the  competltor'H  knovledge  of  idmple  English  composition  and  hii 
X.  In  ntlDg  tbe  letter,  Its  erron  la  lorm  and  addnn,  In  spelling.  eaplUllzBtian, 
IX,  and  •tj'le,  and  Its  trectmeot  of  the  aubject.  aie  considered. 
CoDTertloa  of  Cun*ite)'.— Tbe  ooDtpetltor  le  required  to  extend  the  eatries  »  h 
1  -money  sad  In  Ualled  Btatei  money  Ihe  total  cost  oF  eaeb  Item  and  the  total 
etatea  money.   Tbe  work  Is  to  be  done  on  urateh  paper  and  need  not  be  shown 


No.  I,    (Fbbhch  iHvaici.) 

French 
money. 

United  States 
money. 

Pranci. 

DolU. 

CIS. 

[1  niark-«l.238f  llS/f-sllW^unda,] 

Qermati 

United  Sutes 

Marks. 

Dolls, 

Cts. 

plate  glan,  27  by  48  inches,  Bt  9  mBrfa  per  sqnare  loot. 

mprlse  Goavenlon  of  English  and  either  French,  Oerman,  Italian,  or  Spanish  cnr- 
aCes  cnrrency, 

Oleography,— K.  B,— Competitors  are  cantloned  not  to  exceed  tbe  requirements 
iheir  Hiieu'L'rH,  as  no  credit  will  be  given  for  additional  Infonnatlon. 
IS  followsi  Two  that  border  on  the  Columbia  River;  two  that  border  on  both  tbe 
sslppl  rlvent:  two  that  border  on  both  Vliglala  aod  the  Ohio  River;  two  that  bor- 
;  two  tliat  border  ou  tbe  Savannah  River.  9.  In  what  State  la  each  ol  the  follov- 
scot  Bay,  Corpus  Chrlall  Bay,  Puget  Sound,  Pearl  Klver,  Oneida  Lake,  3.  Name 
each  of  the  following-named  States,  and  name  Ihe  river  or  body  of  water  on  which 
I  la  situated;  Connecticut.  Mississippi.  Nebraska.  Minnesota.  Ohio,  4.  In  what 
I f bllowlng-named  piomlnentcitlea located;  Racine, Bangor.  Allegheny, Charlotte, 
.Ehreveport,  Fargo.  Evansvi lie,  Ogdensbarg.  s.  In  what  foreign  country,  colony, 
ch  of  the  (oUowlQg-named  proiolnenl  cities:  Bremen.  Buenos  Ayres,  Yokohama, 
:,  Uellioume,  Adrianople,  Ottawa,  Teheran,  Panama. 
Dt  (New  York  CuBtoms  Service.)— Time  consumed  in  examination. 


9BCONI>-OKAJ>E  EXAMINATION. 

g  queetiona  and  tests,  which  have  been  used,  inaicate  the  general 
lee  subjects: 

Spelling.— spelling  la  dictated  by  the  examiner.  The  words  are  written  by  tbe 
blank  spaces  Indicated  on  the  flist  sheet  of  tbe  examination.  All  words  ahoold  be 
»plta1  letters.  The  examiner  pronouncee  each  word  and  gives  its  definition.  The 
Ired  to  write  only  the  word,  and  not  its  deflnfUon. 

who  oppoeea:  as,  a  political  opponent.  PreiideM:  The  Chief  Execntive  of  tbe 
nflueror;  One  whoconqueia.  Wlwletome:  Hbalthtul;  as,  wholesome  food,  Aciieve; 
leve  success.  IVangua.-  Quiet  or  peaceful.  Detach.'  To  separate  or  remove;  aa,  to 
abook.  ^Epensife;  Very  costly.  Decease  Death;  as,  a  person's  decease.  iVbltce- 
otlce;  aa,a  noticeable  occasion.  Satpieitrui :  Exciting  suspicion;  as,  a  auspicious 
trace :  A  raised  bank  ol  earth.  Rapping  .•  Making  a  number  of  quick  blows.  Lav- 
lOlapeople;  as.  the  English  language.  Schedule:  A  list  or  Inventory;  as.asched- 
i^r;  Binding  or  fastening  with  a  cord.  ViUsar:  Low  or  mean.  Onirse:  A  way  or 
^Use.    Salarj/:  A  statedallowance  paidfortervicee.    Cliicago:  A  cityin  tbe  United 

>-ArlthmeUc.— In  solving  problems  the  processes  should  be  not  merely  indicated, 
necessary  in  solving  each  problem  ahould  be  given  In  full.  Tbe  answer  to  each 
by  writing  "Ans."  after  It. 
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ns,  BDd  trom  the  nun  nibtnict  S2.8§S.09S  <here  will  be  stren  k  sbort  colomD  of 
y  7A  t>7  M.8,  uid  diTldfl  tbe  product  br  1.92.  SoItb  by  deelm^.  S.  A  carrier 
>r  37  pvipen  In  a  minnle.  Al  (hla  nte,  how  manf  honn  will  it  l»ke  bim  to  uaort 
(tounda  o[  p*pen,  avenging  T  pspen  to  the  pound*  4.  A  lot  which  wu  S3  feet 
IK  sold  tor  ttl,UT.5a,  which  wu  one-fonrth  more  than  It  coat.  What  was  the  cost 
In  a  ««rt*iii  mail  theie  are  ZM  pounds  14  oancea  ol  newspapen  weighintt  al  the 
'eiy  T  oancei.  How  maoy  paper*  are  there  in  the  iiuiI17  IB  ounces^l  poand. 
[•ettcr  ■^rlMnK.— The  eompeinor  li  permitted  lo  write  on  either  one  of  two  lub- 
IIowIhk  BUhject  bai  been  tued:  Write  a  letter  of  not  leas  tbau  U&  words  giving 
e  ndvantacca  derived  (mm  tree  iiublic  llbmries  In  the  principal  cities  ol  jfiur 

.eaigaed  ctUeBy  lo  lest  the  competitor's  skill  in  simple  EDgllsh  compoaltlaD.  Ih 
errors  in  form  and  address,  in  spelling,  capital iiallon.  punotuation,  syntax,  and 
BQce  to  the  sDbJect,  will  be  considered. 

— PenmBnahlp.— Tbe  rating  oa  penmanship  will  be  determined  by  leall>lUty. 
md  general  appearance,  and  by  correctnen  and  nnilotmlt;  in  the  fonnmtlDn  ol 
ninctuBtlon  marlu  in  tbe  eierclae  ot  the  subject  ol  coprlng  from  plain  cop;.  No 
lemnKnsbJp  Is  preferred. 

;apyliiK  from  Plain  Copy.— H.  B.— Paragraph,  spell,  capitalise,  and  pnncloate 
>y.    All  omlwloas  and  mistakes  will  be  taken  Into  consideration  In  rating  this 

■Hen  copy  qf  Vtt/oUovring:  * 

:Jon  of  an  applicant,  competitor,  or  eligible  Involving  an;  dlscloaure  ol  his  political 
38  or  afillatton  shall  be  received,  flied.  or  considered  by  the  Commisaion,  by  any 
B.  or  by  any  nominating  or  appointing  officer.  lu  makiog  removals  or  rednctlotis. 
iniehment  (or  delinquency  or  misconduct,  peoaJtlea  like  in  chanwjter  shall  be 
lenaes,  and  action  thereupon  shall  betaken  irrespective  ol  the  political  or  religious 
Ions  of  the  oDenders,  A  pemon  holding  a  position  on  Che  date  uid  position  Is  claa- 
vil4ervlce  act  shall  be  entitled  to  all  the  rights  and  benefits  poeseesed  by  persons 
ir  grade  appointed  upon  eiaminstlon  under  the  provisions  ol  said  act. 
-OeogTrnphy.— Questions  are  similar  to  Uiose  shown  onder  first  grade,  eioept  that 
ing  to  foreign  cities  are  Included, 

ct— Time.    (Costome.)    Time  coosumed  in  eiaminatlOD. 

set— Reading  Addiesset.  (Postal).— This  ezerclae  cooeigis  ol  the  reading  of  a 
n  addresaes,  which  are  photolithographed  on  one  sheet,  A  second  sheet  is  lur- 
ntains  the  same  addresaes,  these  addreEses  being  printed  and  containing  errors  of 
Ltlon,ai  Insertion.    The  competitor  Is  required  to  Indicate  the  errors  in  each  printed 

scoring  with  a  pencil,  thus, ,  any  portion  ot  a  printed  address  which  Is  not  a 

he  written  address,  and  by  a  caret,  thus.  A,  any  omitted  words,  figures,  or  inllials. 
id  in  tbe  written  address,  bat  printed  In  loll  In  the  printed  address,  are  regarded  as 
reel  words  are  printed.    ClfTerences  in  punctuation  or  capltalliatlon  are  not  regarded 
me  allowed  will  be  limited,  and  tbe  rating  will  be  determined  on  accuracy  only. 
are  lllostratlons  ol  tbe  method  which  should  be  pursued  In  indicating  ernuB; 

WRITTEN  ADDRESS— CORRECT. 


/?.^6>-tt^. 


PRINTED  ADDRESS— WITH  ERRORS  NOTED. 

Theodore  M.  Martin,  Foreman  A  Waterworks, 

BIgb  Boad,  grand  Porks,  North  Dakota. 


),.vGoo<^Ic 


WltlTTKN  AnimK>»-<^>ltKW- 


ncrxTKr)  AnimrwK  with  khuohh  mitkd. 
Knjiir/,  A.T.  ChniilliTr. 

Flirt 'Dioiiiiwiii,  Alili'ti  (•aunty,  Mm\mmA. 

TtllltU-UKAlIK  leXAMlNATION. 

Tim  lollowinit  r|iinNtliiiifi  itii'1  UmlK,  wliinli  lutvo  txKm  umhI,  in(lii-Al«  tlin  (fiiniintl 
■liimii'hT  'if  tlHtwi  miliJfjRl*: 

rtnl  HutijMrl  l4]H>lllnR.'  HiH-llInK  Ix  (llntnliHl  by  Iho  Oxoniliicir.  Tlie  wiinln  nr<i  wrltU'ii  hy  tlio 
'(iin[wllli)r  In  thn  )>li>nk  hm<v»  InllmKirl  on  (hn  flMt  DhiscH  nf  thii  uxsniln&diin.  All  wunln  xIkiiiKI  Iw 
'iitninnriiml  wllli  iiii]illnl  Irtlrni,  Tim  cxnmlniiF  pninmirinm  I'M^h  vriinl  anil  kIvh*  lt<  rloftnldori.  TIiu 
xxniHtllKir  I*  nqulni'l  In  wrltn  imly  Ihci  wnnl  niiil  not  UalnflnltlDn. 

Huf/nr:  A  awpiit  aillMtaiK'n  iniuin  rrniii  t>i«  )iili:ii  i>(  Iha  «iKftr  Rniin,  IHt'tffrt  RnmuthliiR  Jtlvcii  ml 
iwiirll]'.  I'lVihlfT!  (Irin  wliii  liiw  rharic  <>r  nimn'y  In  n  tmnk.  Flgu":  A  nwrk  rniinmintlnKn  niim- 
MT.  ftUTvinff.'  '■■(•TiYfylriK  or  Ininapmtlnir  In  uny  wny.  Hrraillh!  Tho  mnimnro  Ifora  ililu  lii  "lOn. 
Viril:  Tlin  niiiniiiil  iif  iMiHir  mwlii  In  iin»  biKlyiir  pliH!n;  iw.niihiwtril  piiiwr.  RntUy:  In  an  [uwy  iniiti- 
mr,  frmiUrri  1'hn  bonlnr  nr  limit*  nt  ■  nmnlry.  Fatienrr.;  Tho  uliibi  ur  iiiiiillty  nt  Winn  iHttltinl, 
/Hmi'.'  TliB  mtt  <i(  HIlnMliiir:  lu,  Ui  KHiim  nl  'iiio'ii  WOlKht,  Thrtat;  Tlin  ant  <•(  tliR'ntanltiR:  lu,  t»  mikii 
1  lliti'iil.  /Mnntiinil,'  A  |>n«luiw  >«in.  I^lt,'  To|iiit4>  Miai  M>  to  vlull  n  friiinil,  Hrpalri  T<i  mend  or 
nnkc  over:  m,  In  rvpnlr  i^lnlhm,  /VnjiCii:  ThnbiHly  nf  pnrwillii  mniiKiiitnii  it  nrtllon:  u,  Iho  Amerlnftn 
mifili"  Hnpilrr:  Tn  Imln  niml  ofi  M,  t«  rBniiIro  monny.  Ilrrair:  fkiftnnlmiil  (nt,  AniBrr:  Toroply 
n:  Ml  liiMinwi'ra  ti-tlnr.    Krinl:  'rnllvn;  n*.  tniixliit  In  iHivorly, 

Mmmnil  Hiiltfiwl  Arlthmiitlti.— In  Milvlns  iirnbli'mn  tho  imx^niiM'ii  almiilil  Ih<  not  miiroly  Inill- 
'MihI,  Nil  nil  thn  flunrn  nnnxiwiry  In  mlVlnB  narti  iimblitn  nhnnlil  Iki  tflv»n  In  [nil.  Tlio  niuiwiT  to 
iwh  iinililcm  alionlrl  Ihi  ImllivtMl  by  wrttlnic  "An>."  itKurit. 

I.  (Thin  nUMtliiti  will  nitHlut  nf  R  ■hort  nnlnmn  nf  tlHnrrJi  (o  ha  ndil<i<1.)  9.  UlvMo  2,4aK,nMI  by 
l.m.  II.  Mnttt|ilyH.MBtiy<KM,  Bti'l  thr-n  militmi^tWI.TM,  4,  A  miiraliiint,  wh»f<[Hintr^in,  NiUKht  A.^ 
iinitKl*i>(  lilllli>r*tlH)i-0Mbi|>«riKilini1,M  Inrri'IiKif  n|iplMnttt,lApnrtiarr«l,Nnil  nix-nt  tliu  rumalndir 
iir  rolTiip.  Ilriw  mnch  (tM  hn  apflnd  tnr  oniTpnV  n.  Iinrinir  Ihii  mnnllinf  AiiKii-t  ^ftn.noo  bimliciliiof 
vhml  wiTiialilpiHicI  Tmni  n  lifrtalii  (Hirt,  lliiiiiiKH<-p(i'nibi>rHT,unu  mimi  bimlii'la  wi-ni  ahlppKil  llinn 
Ini  I'lK  AnxiiKl.    Wlint  wm  tliii  Kilnl  number  iil  biiihi'N  xhlppml  In  tliu  two  monlliH'/ 

-riilnl  NiiIOmiI'  IJittiT  WrlliiiK.  TliixfnniH-lllor  In  |>crinU>i>il  tnwrlti' i>n  nltbcroiiuiir  Iwoaiib- 
ix'lJi  kIvcii,  Tim  [iillnwinii  ai))i]i'iit  hn*  bmm  imihI:  Wtila  m  latlrr  iTiinliiliilnii  ni>t  Iiw  tbnn  100  worda 
idillnM  "inni  '>!  lliii  lulvnTilsRCM  now  dorlvml  tiy  manklnil  from  lliuiirtol  prIiilliiK. 

ThhMKrr'l.rhili'ilKiKilcliU'rlj'tii  li'il  IIhi  iHinii'ntllor'a  aklJI  In  >ilm[>li>  KmkIMi  I'niniHwItlim,  In 
'iillnil  llni  li'lti'r.  Ila  itmh  In  Inrm  imd  aildriwi,  In  ipBlllnKi  i'ii|il(nll»>lliiii,  piiii<:tnntltin.  tynlnt,  nnit 
ily Ik.  and  11*  adbi'ri'ni>r<  to  th«  anb]i<r't,  will  Im  <<im*lilnrod. 

Ifnurth  Hiil(|i>nt  I'lmmanalilii.-Tlia  ritlInK  im  paiin)wi*hlp  will  lii>  i1r'li-r>iiln<-<l  by  liwlblllly, 
nlilillty,  iii'nlni-aa,  iitid  K"ii"nil  iijiiuinriiniH',  and  by  ■'■imctni'M  and  nnirnrmlly  In  the  formntldn  nt 
lorrlao  of  (tin  atWi  Hnl.Ji'ia-'i'upylnit  ln>ni  plitln  nipy. 


I'Iflll  HnlUxi' 


.  I.I  jiur 


alilp  li 


n.lurn'il. 


-(I'lpylnK  fniin  I'lHlit  (li>tiy.    H.  H.    Parwtrni'b, 
(■i'ci|iy.     AllnmlaxliniHand  mlatakim  will  iHiljikrnI 

HUrnrnpvilf'r'r/'iaaiMiiii; 


,  irnnllnllKn,  a 


,,Gooi^le 


ttiiltte  op  the  rui.es  fob  bating  exam- 
papers;  p08t-officb,  cu8tom.house,  amt> 

vij-bkvbnub  services. 

rocticable  after  an  examination,  the  papers  of  the  cotnpetitore  are  rated 
ge  percentage  of  each  ascertained,  and  competitora  notified  whether 
l]|.     The  following  iB  a  brief  oatline  of  the  rulee  for  rating: 


deduct— 

;  In  ipelllng  when  tha  eierclM  coaHtUot  2D»ordi B 

plncnplullmtlon ■        l 

ire  to  nie  or  lor  each  wrong  lue  of  the  hyphen  and  lor  each  Improperdlvl- 

r4  Into  a  compound  word  when  reqnlred  to  be  written  iolld S 

dednot— 
ngpnioeH,  producing  Incorrect  reauK,  In  proportion  to  the  number  ol  atepa 

id  gmvlly  of  error 10  to  IX 

jrroTend  lor  each  evasion  of  a  decimal  or  common  traction  lest 2E 

It  In  compulation  or  In  oopylng  from  the  printed  qUMtlonorfrom  work  ....  10 
rort.aucli  u  wrong  IndloaUonot  a  correct  procen,  incorrect  or  InoonaialeDC 
in.  Improper  ueeoiaymbola  of  dealgnallon,  Improper  or  Inoorrect  deaigna- 

trllal  or  final  reiult,  etc B  to  10 

lihow  work  aa  required  In  •olutjon  of  probtema U  to  711 

RtlLn    FOR   RATINO    LBTTBH   WKITIKO. 

letter,  Ita  erron  In  form  and  addren,  in  ■pelUng,  o&plt&Uiatlon,  punotuallon,  aynlai 
Its  adherence  (o  and  treatment  of  tbe  aubject  given,  are  conddered,  and  Ita  value.  In 
3l  the  eiamliiera,  determined  on  a  scale  of  100. 

ng  tbo  mark  for  letter  writing  It  Is  proper  for  the  examiner  lobe  fnilded  Id  a  general 
lowing  echeme:  EieelleDl.  H  to  90;  good,  90  to  80;  fair,  80  to  70;  oidlnaiy,  TO  to  SOi  poor, 
loor.  U  to  2Ii;  praotlcally  worthleaa,  2S  to  0. 

RUI.E8  FOR  BATINO  PBNHAHBHIP. 

t  la  rated  according  to  Its  value  on  a  aoale  of  100.    In  determining  the  iMlng,  legll>lllty, 

ne«.and  general  appearance,  as  welt  ascorrectnen  and  uniformity  In  the  lormatlon  of 
,  HDd  punclUHtlOD  marks,  are  considered,  and  it  la  proper  roreiamineratobegnldedlD 
'  by  (he  following  *;taeme:  BKoellent,  90  to  BCi;  very  g<x>d.  85  to  80;  good,  SO  to  76;  ordi- 
pOOf,  TOloCO;  very  poor,  AtloEiO;  below  tbsgnde  of  "very  poor,"  SO  to  10, 


roid  or  figure  omitted,  repeated,  substituted,  or  Improperly  Inserted 

tnot  In  qtelllng,  for  each  tranapoeltloD,  lor  each  abbreviation  not  In  the  copy,  for 
ute  to  oapilalise  according  to  copy,  for  each  failure  to  punctuate  according  (o  copy, 
Isllun  lo  Indent  margin  as  In  copy,  lor  each  error  In  paragraphing,  and  forlrregu- 

aladlviilon  ul  a  word  at  tbe  end  ol  a  line,  lor  each  omission  or  Improper  use  of  the 
In  dlrifltng  ■  word  at  the  end  o(  a  line,  for  each  word  altered.  Interlined,  Or  can. 

IT  Mich  blot  or  minor  erasure.  If  not  neat 

iih«T  deviation  from  copy  not  covered  by  the  ioregolog,  ofaargea  are  m^e  In  the 


Ibis  inhjsct  each  anawer  Is  rated  in  the  Judgment  of  the  eiamlnen  aooordlng  to  Ita  valuo 
riw. 

I  quwtlon  Teqnlrea  In  the  anawer  a  Bpeclfled  number  o(  Stalaa,  oountrlea,  oltles.  dren.  or 
iier.eut.,  and  the  answer  contains  a  greater  number  than  Is  required  by  thequeetloD,  no 
be  giiBQ  iDi  the  answer  If  any  part  or  point  Is  Incorrect,  thus  rendering  the  aniwsr 


I 


TbemlDgon  tbie  subject  la  for  accuracy  onlti.  A  cbarge  o[  21s  ma4e  for  eacb  enor  or  omioiloD  In 
noting  the  errore  on  the  printed  sheet  when  compared  with  thacorrectwrittenoddreiBeBglTen.  The 
diSereQce  betireen  the  eum  o[  the  errora  thus  found  and  lOO  la  the  rsUns  od  this  subject. 


A  credit  of  TO  will  be  glren  II  tbe  examlnalloD  is  completed  In  the  maximum  time  allowed.  For 
each  Interval  of  flve  minutes  less  than  the  mailmum  time  a  credit  of  1  in  addition  to  70  will  be  given. 
Porcompletlag  tbe  examination  lu  two  and  one-bull  bours  less  than  the  maximum,  a  rating  ol  lOO 
win  be  given.  No  credit  will  be  given  tor  time  unleffi  the  average  percentage  on  the  renujning 
nibjeclsisalleastTO. 

By  order  o(  the  CommiBsion: 


),.vGoo<^Ic 
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POST-OFFICE  8EEVICK. 

Application  Fonn  1371. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  however,  in  the^  cases  of 
persons  honorably  discharged  from  the  military  or  naval  service  by  reason  of  disability 
resulting  from  wounds  or  sickness  incurred  in  the  line  of  daty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women  who  are  separated  from  their 
husbands  and  support  themselves. 

Applicants  for  the  Post-Office  service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post'Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persons,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Applications  from  persons 
who  have  any  of  the  physical  defects  mentioned  will  be  canceled  unless  such  persons 
■aere  honorably  discharged  from  the  military  or  naval  service  by  reason  of  ditairility  remilt- 
ingfrom  teounda  or  sickness  incurred  in  tlie  line  of  duty .  (See  paragraph  (c),  pagel,  for 
physical  defects  which  will  debar  persons  from  any  examination.) 

A  person  having  taken  an  examination  foi  olerk  or  oanier  and  who  failed  to  paaa  may 
take  the  next  eniuinE  examination  rogardlew  of  the  time  intervening. 

For  the  Post-Office,  Costom-House,  and  Internal-Revenue  services  no  medical 
certificate  need  t)e  filed  with  the  application  for  examination,  but  when  an  eligible 
is  selected  for  appointment  it  will  be  necessary  for  him  to  furnish  a  medical  certificate 
from  a  physician  designated  by  the  Commission  before  his  appointment  can  be 
approved,  the  cost  of  such  certificate  to  be  paid  by  the  applicant.  Arrangements 
have  been  made  with  a  physician  in  each  city  at  which  is  located  a  classified  office 
to  examine  applicants  at  a  cost  of  51  at  most  of  the  offices,  and  at  no  office  will  the 
charge  exceed  $2.  The  secretary  of  the  local  examinit^  board,  located  at  the  post- 
office  in  each  of  the  cities  named  in  the  accompanying  lists,  will  direct  applicants 
to  the  office  of  the  physician  authorized  by  the  Commission  to  execute  medical 
certificates. 

Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height,  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat.  Female  applicants 
are  not  reqnired  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pc^es  9,  11,  and  12. 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in  their 
applications,  indicating  tlie  length  of  time  they  have  served,  as  additional  credit  of 
1  per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  (o  exceed 
five  years,  tlie  total  average  piercentage  not  to  exceed  100. 

Examinations  for  the  following  oflices  will  be  held,  as  far  as  practicable,  on  the 
first  Wednesday  or  Saturday  after  the  15th  of  November  of  each  year: 


Athens,  Ga. 
Atlanta,  Ga. 
Ang^usta,  Ga. 
Birmingham,  Ala. 
Bristol,  Tenn. 
Charleston,  S.  C. 
Chattanoi^a,  Tenn. 
Columbia,  S.  C. 


Columbus,  Ga. 
Greenville,  S.  C. 
Jackson,  Miss. 
Jacksonville,  Fla. 
Knoxville,  Tenn. 
Macon,  Ga. 
Memphis,  Tenn. 
Meridian,  Miss. 


Mobile,  Ala. 
Montgomery,  Ala. 
Nashville,  Tenn. 
Pensacola,  Fla. 
Savannah,  Ga. 
Selma,  Ala. 
Tampa,  Fla. 
Vicksburg,  Miss. 


i  of  application  may  be  obbuned  at  any  time  either  from  the  Secretary 
Svil-Service  District,  Pogt-Offlce,  Atlanta,  Ga.,  or  from  the  local  secre- 
Lce  where  appointment  iBdeeired,  Applicatione,  when  executed,  muat 
,he  Dietrict  Secretary  at  Atlanta,  Ga.,nuf  later  than  4:30 p.  m.<mthetldrd 
jber.  Applications  received  after  the  time  specified  will  be  filed  tor  the 
int  examination. 

lowing  ofiicee  the  namea  of  male  eligibles  will  be  entered  on  only 
lamely,  the  clerk  or  the  carrier  register,  and  male  applicants  for  thoae 
diccde  nt  their  appluiatiOTU  whether  they  dedre  the  poettion  of  derk  or 


.,  Ga. 

Chattanoc^,  Tenn. 

a,  Ga. 

Jacksonville,  Fla. 

Mobile,  Ala. 

gbam,  A.la. 

Knoiville,  Tenn. 

Nashville,  Tenn. 

rton,  S.  C. 

Macon,  Ga. 

Savannah,  (Ja. 

for  a  change  in  the  designation  of  the  position  deeired  by  an  applicant 
!  in  writing  and  received  by  the  district  secretary  on  or  before  the  date 
latjon,  otherwise  no  change  will  be  made. 

if  each  male  eligible  for  any  poat-office  not  mentioned  in  the  preceding 
11  be  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
^rtjfied  in  its  order  to  vacancies  occurring  in  the  position  of  either  male- 
.er,  fnU  the  appHcanl  may  indicate  in  hie  applijitUi/m  which  position  he  de- 
be  contidered  for  no  other  when  »uch  preference  is  gtated.  Male  eligibles 
led  to  three  considerations  from  the  male-clerk  raster  and  three  con- 
rom  the  carrier  register.  Failnre  of  selection  from  one  r^iister  or 
f  appointment  when  selected  will  not  affect  the  eligible's  standing  on 
gister.  Appointment  from  either  register  will  remove  the  el^ble'e 
3th  registers. 

<t-Offlce  Service  appointments  are  made  nan^ly  to  the  position  of  sub- 
or  substitute  carrier.  Substitutes  are  promoted  in  the  order  of  their 
intment  to  the  first  vacancies  occorring  in  regular  positions, 
ffices  of  the  first  and  second  class  and  carriers  in  the  city  delivery  service 
Qto  fdx  grade*,  as  follows:  Mrst  grade,  salary  5G00;  second  grade,  salary 
rade,  salary  .$900;  fourth  grade,  salary  (1,000;  fifth  grade,  salary  $1,100; 
salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
lo  the  fifth  grade,  and  clerks  and  carriers  at  second-class  offices  will  be 
icesaiVeiy  to  the  fourth  grade. 

ions  of  both  clerks  and  carriers  will  be  made  at  the  beginning  of  the 
xing  the  expiration  of  a  year's  service  in  the  next  lower  grade.  No  pn>> 
>e  made  except  ufion  evidence  satisfactory  to  the  Post^Office  Department 
ncy  and  faithfulness  of  the  employee  during  the  preceding  year.  When 
rrier  fails  of  promotion  because  of  unsatisfactory  service  he  may  be  pro- 
beginning  of  the  second  quarter  thereafter,  or  of  any  sabsequent  quar- 
nee  that  his  record  has  been  satisfactory  during  the  intervening  period. 
carriers  of  the  highest  grade  in  their  respective  offices  are  eligible  for 
>  the  higher  positions  in  said  poetroffices. 

is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 
o  the  service  of  a  clerk. 

employees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour. 
ry  employees,  however,  are  required  to  work  not  less  than  two  honra 
ly  serve  as  sabstitutee.  They  are  eligible  for  anointment  as  clerks  and 
le  first  erade. 

i  are  paid  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
and  they  are  eligible  for  appointment  as  auxiliary  employees  and  as 
irriers  of  the  first  grade. 


Examinations  for  the  followii^  aflBces  will  be  held  only  when  eligibles  are  needed 
(due  tuinouncemeat  of  which  will  be  made),  and  application  blanks  will  not  be  tpven 
out  until  the  examinations  are  announced: 


Albany,  Ga. 
Americus,  Ga. 
Anderson,  S.  C. 
Anniston,  Ala. 
Bainbridge,  Ga.  ' 
Bessemer,  Ala. 
Biloxi,  Mies. 
Brook  haven,  Miaa. 
Brunswick,  Ga. 
Cheater,  S.  C. 
Clarksdale,  Miss. 
Clarksville,  Tenn. 
Columbia,  Tenn. 
Columbus,  Miae. 
Cordele,  Ga. 
Dalton,  Ga. 
DeLand,  Fla. 
Dothon,  Ala. 
Dublin,  Ga. 
Elnaley,  Ala. 
Fitzgerald,  Ga. 
Florence,  Ala. 
Florence,  S.  C. 


Gadsden,  Ala. 
Gwneeville,  Fla.. 
Gainesville,  Ga. 
Georgetown,  6.  0. 
Greenwood,  Miss. 
Greenwood,  S.  C. 
Greenville,  Misa. 
Greene ville,  Tenn. 
Griffin,  (ia. 
Harriuian,  Tenn. 
Hattieaburg,  Miss. 
Hunts  ville,  Ala. 
Jackson,  Tenn. 
Johnson  City,  Tenn. 
Key  West,  Fla. 
La  Grange,  Ga. 
Marietta,  Ga, 
Miami,  Fla. 
Mi  Hedge  ville,  Ga. 
Morristown,  Tenn. 
Murfreeaboro,  Tenn. 
Natchez,  Mies. 
Newberry,  S.  C. 


New  Decatur,  Ala. 
Newnan,  Ga. 
Ocala,  Fla. 
Opelika,  Ala. 
Orangeburg,  S.  C. 
Orlando,  Fla. 
Eockhill,  S.  C. 
Rome,  Ga. 
St.  Augustine,  Fla. 
St.  Prtershurg,  Fla. 
Spartanburg,  S.  C. 
Sumter,  S.  C. 
Talladega,  Ala. 
Tallahassee,  Fla. 
Thomasville,  Ga. 
Titton,  Ga. 
Tuscaloosa,  Ala. 
Troy,  Ala. 
Union  City,  Tenn. 
Valdosta,  Ga. 
WaycroBB,  Ga. 
West  Point,  Misa. 
Yazoo  City,  Miss, 


CUSTOM-HOUSE  SBBVTCB. 

Candidates  for  appointments  in  the  customs  service  must  be  not  less  than  21  nor 
more  than  55  years  of  age,  of  suitable  physical  condition,  and  mentally  qualified. 
If  otherwise  duly  qualiGed,  the  limitation  aa  to  age  will  not  apply  to  honorably  dis- 
cbai^ed  United  States  aoldiera  or  aailora. 

There  are  three  grades  of  examinations  given  for  poaitioDS  in  the  cuatom-houee 
service.     For  description  of  examinations  eee  pages  9  to  14. 

The  first-grade  examination  is  given  tor  the  positions  of  clerk,  day  inspector,  and 
deputy  officer,  but  not  for  chief  or  principal  deputy  collector  at  the  larger  custom- 
houses.   Application  form  1371. 

The  second-grade  examination  is  given  for  the  positions  of  assistaDt  weigher, 
messenger,  and  sampler.     Application  form  1371. 

The  third-grade  examination  is  given  for  the  positions  of  attendant,  classified 
laborer,  foreman,  inspectress,  janitor,  night  inspector,  porter,  and  watchman.  Appli- 
cation form  1371. 

The  examination  for  opener  and  packer  will  consiet  of  the  third-grade  subjects, 
with  a  weight  of  10  per  cent,  in  addition  to  ratings  on  experience  and  ability  as  a 
workman,  60  per  cent,  and  physical  condition,  30  per  cent.  Special  credit  will  be 
given  for  experience  in  opening  and  packing  general  men^handise.    Application  form 


The  examination  for  boatman  will  consist  of  a  noneducational  test,  except  when 
educational  qualifications  are  desired.  When  these  qualifications  are  desired,  the 
exainination  will  consist  of  the  subjects  of  the  third-grside  examination  with  a  weight 
of  20  per  cent,  in  addition  to  the  rating  on  age,  15  per  cent;  experience,  40  per  cent, 
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condition,  25  per  cent.  When  no  educational  quBtlfications  are  deaired, 
ition  'will  coneiet  of  the  subjects  of  age,  experience,  and  physical  condi- 
L  a,  noneducational  examinatioi)  ia  given,  applicants  are  not  required  to 
y  place  for  examination.    Application  form  1093, 

IB  ■wbo  apply  for  the  position  of  claBsifled  laborer  will,  it  they  so  request, 
M  strength  test  now  given  to  unskilled  laborers,  which  consists  of  liftjnf; 
ering  a,  sack  weighing,  with  contents,  125  pounds.  If  they  pass  the 
.t  in  addition  to  the  classified  laborer  examinatjon,  such  fact  will  be  noted 
egister  as  in  the  nature  of  a  qualification.    If  the  appointing  officer  ehall 

certification  from  the  classified  laborer  register  of  those  persons  physic- 
sd  lor  the  discharge  of  the  manual  labor  connected  with  the  position  to 
jrtification  shall  be  made  from  those  standing  highest  in  the  educational 
in  wbo  have  also  passed  the  strength  test. 

ita  who  desire  to  undei^  the  strength  test  will  be  informed  by  the  district 
vhen  and  where  to  report  for  the  test. 

atioQB  for  the  customs-houses  at  Key  West  and  Tampa,  Fla.,  will  be  held 
:ond  Monday  in  May  of  each  year.  Application  blanks  may  he  secured 
ocal  secretaries  at  Key  West  and  Tampa  or  from  the  "Secretary  Fifth  Civil 
.strict,  Post-Office,  Atlanta,  Ga.,"  between  January  1  and  the  second  Mon- 
iril.  Executed  applications  may  be  filed  only  between  January  1  and  the 
uainesa  on  the  second  Monday  in  April  with  the  district  secretary  at  Atlanta. 
licant  wbo  deeires  to  compete  for  all  the  positions  in  any  one  of  the  differ- 
!8  ot  examination  should  stale  in  his  application  merely  the  name  of  the 
^red,  as  "first  grade,"  "second  grade,"  or  "third  grade."  It,  however, 
■A  to  compete  for  only  some  of  the  positions  named  under  any  grade,  and 
>t  be  willing  to  accept  appointment  to  any  ot  the  other  positions  named,  he 
ate  in  his  application  only  the  position  or  positions  to  which  he  desires 
lent.  Requests  for  changes  in  the  designations  ot  the  positions  desired  by 
cant  must  be  made  in  writing  and  received  by  the  district  secretary  on  or 
le  dale  of  the  examination;  otherwise  no  changes  will  be  made. 
plication  will  be  received  for  more  than  one  grade  of  examination  to  be  held 
ame  date  or  during  the  same  series. 

istom-houses  where  there  are  two  or  more  appointing  officers  an  eligible  from 
.  examination  will  he  entitled  lo  three  considerations  for  appointment  by 
ipointing  oCBcer,  unless  sooner  selected;  but  for  other  custom-houses  an 

will  be  entitled  to  only  three  considerations.     No  eligible  will  be  considered 

portion  for  which  be  did  not  apply. 

linations  for  custom-houses  at  the  following  places  will  be  held  only  when 
8  are  needed  (due  announcement  of  which  will  be  made),  and  application 
^ill  not  be  given  out  until  examinations  are  announced : 
In  Ihe  State  of  Alabama:  Mobile. 

In  the  State  of  Florida;  Apalachicola,  Cedar  Keys,  Fernandina,  Jackson- 
ville, Pensacola,  8t,  Augustine. 
Id  the  State  of  Georgia:  Atlanta,  Brunswick,  l^avannah,  St.  Mary. 
In  the  SUte  ot  Miasisrippi:  Gultport,  Natchez,  Vicksburg. 
In  the  State  of  South  Carolina:  Beaufort,  Charleston,  Georgetown. 
In  the  State  of  Tennessee:  Chattanooga,  Memphis,  Nashville. 
imlnntions  lor  the  custom-house  service  may  be  taken  only  in  the  cities  where 
lyment  is  desired, 
iminations  for  aaeayer,  cashier,  chief  or  principal  deputy  collector,  deputy 

nUicer,  deputy  surveyor,  examiner,  gauger,  and  weigher  are  held  only  when 
■ks  are  needed  Rod  ate  duly  announced  in  the  public  press. 
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Applicaots  may  aacertain  what  positionB  exiet  in  any  coatom-houee  by  application 
to  the  local  Becretary  at  snch  cuBfom-houfle  or  to  the  district  secretary. 

In  the  Customs  Service  women  are,  unieea  otherwise  specified,  eligible  for  examina- 
tion for  the  tollo  wing-named  positions  only:  Deputy  collector,  deputy  surveyor,  clerk, 
stenographer  and  typewriter,  inapectreee,  and  cashier. 

INTEBNAL-RBTENUE  SERVICE. 

Application  form  1371. 

Age  limits,  21  years  or  over. 

Examinations  for  the  positions  of  clerk,  division  depnty  collector,  ganger,  office 
deputy  collector,  storekeeper,  and  storekeeper-gai^er  are  held  on  the  first  Wednes- 
day in  September  of  each  year,  at  the  following  placee: " 

Atlanta,  Ga.  Columbia,  S.  C.  Nashville,  Tenn. 

Birmingham,  Ala.  Jacksonville,  Fla.  Bavonnab,  Ga. 

Bristol,  Tenn.  Knoxville,  Tenn.  Tampa,  Fla. 

Charleston,  6.  C.  Memphis,  Tenn. 

Chattanooga,  Tenn.  Mobile,  Ala. 

Application  blanks  may  be  secured  at  any  time,  either  from  the  BecretAry  of  the 
Fifth  U.  S.  Civil  Service  Distrii't,  Post-Office,  Atlanta,  Ga.,  or  from  the  local  secre- 
taries at  the  post-offices  in  the  cities  above  named.  Applications  must  be  filed  with 
the  District  Secretary  at  Atlanta  nol  later  iknn  4-SO  p.  m,  on  the  firit  Wedneiday  in 
Atigua:  otherwise  they  will  only  be  received  for  the  next  examination. 

The  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  posi- 
tions should  apply  for  the  "deputy  collector  and  r'"'^"  "-""•i"-*!""     "m —  ■* — 
keeper-gai^r  examination  will  be  ^ven  for  the  poe 
storekeeper-ganger,  and  applicants  (or  these  positii 
keeper-ganger"  examination.     For  description  of 
this  paragraph  see  page  9. 

An  eligible  will  be  considered  for  appointment  on 
examined.  The  Department  usually  selects  for  ap 
resident  of  tbe  district  in  which  the  vacancy  exists. 

Foracopyof  the  Ganger's  Manual  applicants  shoi 
Internal  Revenue,  Washii^ton,  D.  C. 

The  positions  of  bonded  storekeepers  and  gangei 
exceed  f3  per  diem  when  actually  employed,  and 
does  not  exceed  $500  per  annum,  are  not  subject  to 

Examination  for  the  position  of  messenger  is  held 
and  will  be  duly  announced  in  the  public  press. 

CUSTODIAN  8BRT 

Examinations  for  the  custodian  service  will  be  heli 
and  applications  will  not  be  given  out  until  the  exi 
announcement  of  dat«,  time,  and  place  of  examtnati< 
ments  will  contain  information  as  to  the  subjects  of 
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GENEB.AJJ  IITFOBALITION. 

ay  iipplicsnte  bil  to  properly  execute  their  applications  or  fail  in  the  examina- 
nol  tbrougb  a  lack  of  knowledge,  but  iaifKly  through  haste  and  careleeeness 
ding  and  lalerpreting  queationa  and  in  writing  the  answers.  Great  care  should 
ercised  in  completing  the  application  to  see  that  every  requirement  has  been 
tiniplied  with.  In  the  examinations,  while  competitors  must  completfi  their 
withiu  a  prescribed  time,  it  is  ample  Cor  the  careful  consideraljon  of  every 

ir  i««ti(iiii  (SaS,  S418,  and  5479,  Beviied  Btatntei  of  the  ITnlted  State*,  any  false 
mt  in  an  spplieatloiL,  alteration  of  a  vonoher  or  certifloata,  or  tha  preieatatton  to 
imiiiion  of  any  inoh  paper  ii  a  violation  of  the  law.  A  nnmber  of  oonvlotiam  of 
goilty  Dnder  the  above-mentioned  itatntei  have  been  aeonred. 
Oommieaion  is  not  responsible  for  delay  in  the  receipt  of  applications,  Appli- 
sent  by  mail  are  not  received  uuless  post^e  is  fully  prepaid.  Mailing  an 
tion  is  not  filing,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
spied  unless  actoally  received  by  the  district  secretary  within  the  time  limit 
led  for  the  examination  desired. 

ne  who  have  applied  for  an  examination  or  who  have  pasaed  an  examination 
keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
address  changed  should  always  be  made  by  letter,  which  should  relate  only 
lange  in  address  and  should  always  indicate  the  kind  of  examinatioa  taken, 
age  attained,  and,  if  educational,  the  place  and  dat«. 

amination  questions  are  prepared  and  all  papers  are  rated  by  the  Civil  8erv- 
niseion,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
f  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
ecretary  or  the  CkimmissioD  to  expedite  the  rating. 

h6  papers  of  an  examination  have  been  rated,  the  names  of  the  elii^bles  are 

each.  An  averts 
n  cases  of  persons 
ervice/br  disability 
lime  for  preference 
obtain  an  avenge 

register  are  consid- 
nade.  The  names 
dered  three  times. 
red  on  the  register, 
nths,  at  the  end  ol 
on  is  equivalent  to 
aths'  probationary 
Trier  and  not  from 


1  or  institute  doing 
tion  to  furnish  in 
1  the  examination 
minatioQS  may  be 
nd  without  cost. 
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INFOHHATION  OONOKRNING  OTHBR  8ERTICBS. 

A  manual  of  ezaminatione  is  issued  by  the  United  Statee  Civil  Service  CommiKion 
in  Jonoary  and  July  of  each  year,  which  contains  full  information  coacerning  the 
regular  spring  and  fall  examinatione  for  poeitionB  in  the  Departmental,  Indian,  Bail- 
way  Mail,  GoTemment  Printing,  Philippine,  lethmian  Canal,  and  other  services. 
A  copy  of  the  manual  may  be  had  bj  addreedi^  the  United  States  Civil  Service 
Gonunission,  Washington,  D.  C- 

STENOGRAPIEEIC  AJSD  TYPEWBITEB  (AI^L  SERVICES). 

Only  one  examination  ia  held  for  the  position  of  stenographer  and  typewriter  in 
alt  branches  of  the  Federal  service,  and  el^bles  are  certified  to  vacancies  in  the 
Departments  in  Washington  or  in  the  local  offices  in  the  vicinity  of  tikeir  places  of 
residence. 

Information  concerning  this  examination  may  be  obtained  from  the  United  States 
Civil  Service  Commission,  Washii^ton,  D.  C. 


Applicants  for  podtlons  in  the  meciianicsl  trades  or  for  other  nonedocational  potd- 
tions  in  the  Quartermaster's  Department  at  Laige  in  the  States  of  North  Carolina, 
South  Carolina,  Georgia,  Florida,  Alabama,  and  Mis^ssippi  should  writ«  to  the  dis- 
trict secretary  at  Atlanta,  Ga.,  for  special  circular  issued  for  .that  Department. 
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DESCRIPTION  OF  EXAMINATIONS. 

Foer-owiCE:  aho  cdstoh-house. 
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20 
10 
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1      Iri.hvn..!^ 

on. 

ii^tity  collector  and  clerk  examination  the  spelling  test  is  of  about  the  same 
Jifficuity  aa  that  for  flret  grade.  The  second  subject,  arithmetic,  com- 
iiuenta)  operations,  common  and  decimal  fractions,  and  practical  prob- 
elenientsofpercentageand  mensuration.  Tfaissnbject  is  of  approximately 
ifrreB  oi  difficulty  as  the  first-grade  arithmetic  in  the  custom-house  exam- 
the  questions  relate  more  particularly  to  problems  which  may  arise  in 
-revenue  service.  The  test  in  elements  of  accounts  is  edmilar  to  the  fifth 
irst-grade  arithmeUc 

-(>keeper'g*i'Uger  examination  the  subject  of  arithmetic  comprises  funda- 

finne    conutx'i'  and  decimal  fractions,  and  practical  problems  in  the 

enBUi«tion.     This  subject  is  of  approximately  the  samedegree  of  diffi- 

Fiecoii^-f^*^^^  arithmetic   in  the   enstom-honee  examination,  but   the 

jnore    particularly  to  problems  which  may  arise  in  the  intemai- 

Tbe  copyiiiS  exercise  consists  of  a  test  in  copying  figures  arranged 

F  a  table  and  »]»>  *  f*"^  printed  lines, 

(9) 


SPECIMEN  QUESTIONS. 


KXAHINATIOM. 

Spellino:  Twenty  worda  of  more  than  average  difficulty.  2.  ABiTHMEric: 
anieutal  rules,  fractions,  percentf^,  interest,  discount,  analysis,  and  statement 
nple  accouulfi.  3.  Penmanship:  Marked  on  legibility,  rapidity,  neatness,  and 
al  appearance.  4,  Lrttbr  writing:  Test  in  the  use  of  the  English  langu^«  for 
ess  correspondence.  5.  Convbhsion  of  curhkncy:  Teets  in 
sh,  French,  German,  or  Spanish  currency  into  United  States  c 
eookaphy;  Questions  relating  to  the  boundaries  oE  States  and  to  capitals,  largest 
,  rivers  and  other  bodies  of  water,  and  the  location  by  States  and  foreign 
.ries  of  prominent  cities, 

3  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
cter  of  these  subjects: 

tSul^ect—Spelllns.— Spelling  iBdEctalieil  by  the  eismlner.  The  words  are  written  by  the 
iltor  In  the  blank  spaces  indicated  on  the  flret  sheet  of  the  examination.  All  words  shoald  be 
enced  with  capita!  letleis.  The  eiamlner  pronounces  each  word  and  gives  lis  deBnlUon. 
impetllor  Is  required  to  write  only  the  word  and  not  its  definition. 

uier:  A  loog,  round  body.'  Promittor)/:  Containing  a  promise;  na,  a  promissory  not«.  £s«!7i(iai.- 
ary  OT  indispensable.  Diwemibte;  Apparent  or  visible.  Opportunil;/:  A  Jit  or  convenient  time, 
ui.'  False  or  tricky.  Deference:  Respect  or  regard.  InKrIion:  The  act  of  placing  in;  as,  the 
on  of  an  advertisement,  FueUUoie:  To  make  easy;  as^to  facilllste  business.  Schenedaiiy;  A 
the  United  Slates.  A<(}aemi:  Lyingnearorborderingon.  Souvenir;  A  token  of  remembrance, 
!injr.'  YteldlDg  or  giving  up;  as,  conceding  a  point.  laneafft:  Line  of  descent  or  auceetry;  as, 
al  lineage.  Deleterioua:  Harmful  or  injurious;  as.  deleterious  to  health,  Borbonlal:  On  a 
Patrimimy:  An  estate  inherited  from  one's  father.  Certi/laite:  A  written  testimony;  as.  a 
ige  cetUflcate.    ReKrvoir:  A  place  of  storage;  a.s,  a  water  reservoir.    Pripittgt:  A  right:  as,  the 

•ad  Subject— Arithmetic.— In  solving  problems  the  processes  should  be  nut  merely  indicated, 

the  figures  necessary  in  solving  each  problem  should  be  given  in  full.  The  answer  to  each 
m  should  be  Indicated  by  writing  "Ans,"  after  It. 

his  question  comprises  a  test  in  adding  nombers  crosswise  and  lengthwise.  There  are  usually 
columns  of  about  twelve  numbers  each  to  be  added.  2.  Divide  47^  by  7J,  multiply  the  quo- 
ly  31.  and  to  the  product  add  0.0901  of  214.A.  3.  A  father  invested  a  sufficient  sum  o(  money  in 
ihusetls  6's  at  9T1,  brokerage  l  per  cent,  to  give  his  son  an  annual  income  ol  tl,200.  What  was 
m  invested?  4.  The  appropriation  for  the  Civil  Service  Commission  for  the  fiscal  year  ended 
«,  1897,  was  $98,310.  During  that  year  60,000  persons  were  eitamined.  It  34  per  cent  ol  this 
tr  failed  to  pass,  and  IVi  per  cent  of  those  who  passed  were  appointed,  what  U'as  the  average 

the  Government  of  each  appointment?  a.  On  April  t,  1904,  Amos  Ward  owed  Graves  &  Coon 
3n  account.  April  4,  he  sold  them  68  barrels  potatoes  at  $2.75  per  barrel.  April  6,  he  gave 
L  draft  upon  San  Franclscofortt.SfiO,  which  they  accepted  at  j  percent  discount.    April  9,  (hey 

ard  894  bushels  corn  at  iiH  cents  per  bushel.  April  16  they  bought  of  him  2,9fi0  feet  lumber 
i  per  hundred  teet,  April  19,  they  sold  him  Ml  dozen  chairs  at  90  cents  each.  April  21,  Ward 
t  o(  them  1,260  <^gs  at  14  cents  per  dozen.    April  28,  he  gave  them  a  note  for  (1,820  due  in  60 

April  29,  he  bought  of  them  2,980  pounds  bay  at  tlB  a  ton.    Make  an  itemized  statement  of 
ove  account  as  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading;  close 
iHrnnt,  and  bring  down  the  balance  as  It  shoald  have  appeared  May  1, 1904. 
rd  Subject— Pen manslilp.— The  rating  on   pejunansbtp  will  be  determined  by  lability, 
:y,  neatness,  and  general  appearance,  and  by  correctnem  and  uniformity  in  the  formation  of 

letters,  and  punctuation  marks,  in  the  exercise  ol  theloiirth  subject— letter  wTiUng.  Nopar- 
■  style  of  penmanship  is  preferred. 

Tth  Snltject— Letter  'Writing.- The  competitor  is  permitted  to  write  on  either  one  of  two  sub- 
Iven,  The  following  subject  has  been  used:  Write  a  letter  oi  not  less  than  150  words,  giving 
lews  as  to  the  advantages  and  disadvantages  of  employment  in  the  departmental  service  in 


exercise  is  designed  to 
J  intelligence.  In  rati 
latiou,  syntax,  and  sty 
h  Salject— CoDverd< 


St  the  competitor's  knowledge  of  simple  Bngliah  composition  and  his 
the  letter,  lis  errors  in  form  and  addreas,  in  spelling,  capllaliiation, 
and  its  treatment  o(  the  subject,  are  considered, 
of  Correney, — The  competitor  is  required  to  extend  the  entries  so  as 
in  United  States  money  the  total  cost  of  each  Item  and  the  tola! 
le  done  on  scratch  paper  and  need  not  be  shown 
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No.  1.    (French  Invoice.) 

S^^et 

United  SUtes 

Fmnes. 

Dolls. 

CM. 

irTecei  aOi,  each  32  meters  by  75  centimeters,  at 4  fnncs B&  oen- 

NO.  -2.      (GKKJ14N  IMTOICB.) 

[1  niark=t6.2S8;  1  ton=a,240  lbs.] 

m^e" 

miled  states 
money. 

MmlB. 

Dolls. 

Cts. 

comprises  coaveislon  ol  English  and  either  French.  Oenaan,  Italian,  or  Spanish  currency 
ilstes  carrency. 

blect— GeoBTHpliy.— N.  B.— Competitora  are  cantioued  not  to  exceed  the  raqoirements 
lions  la  their  nnswcrs.  ss  no  credit  will  be  given  lor  additional  information, 
Etst£8  aB  follows:  Two  that  border  on  the  Columbia  River;  two  that  border  on  both  (he 
nd  Uissisalppi  rivers;  two  that  border  on  both  Virginia  and  ttie  Ohio  Hiver;  two  that 
Jew  Jersey;  two  that  border  on  the  Bavannah  River.  9,  In  what  State  ia  each  ol  (he 
Qamed:  Fenobaoot  Bay,  Corpus  Chrieti  Bay,  Puget  Sounil,  Ptarl  River,  Oneida  Luke, 
.e  largest  city  in  each  of  tbe  loUowing-named  SlateSj  and  name  the  river  or  body  ol  water 
ich  city  required  Is  situated:  Connecticut,  MlBBlsippi,  Nebraeka.  Minnesota.  Ohio.  i.  In 
la  each  ol  the  ioUowlng-named  prominent  cities  located:  Racine,  Bangor,  Allegheny, 
;airo,  LoS  Angeles.  Shreveport.  Fargo,  Evansvlllo,  Ogdensbnrg.  S.  In  what  foreign 
looy,  or  poese^sion  Is  each  of  the  following-Damed  prominent  cities:  Bremen,  Bnenoe 
ihama,  Cape  Town,  Havre,  Melbourne,  Adrlanople,  Ottawa,  TeberaD,  Panama, 
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can  aeeort  43  teCtere  or  37  papers  In  a  mlnllte.  At  this  rate,  bow  man;  houis  vill  It  take  blm  to  aeaart 
3,665  letteiB  and  185  pounds  of  papers,  avemglng  T  papers  It)  the  pound?  4.  A  lot  wblth  vas  53  feet 
wide  and  160  f«et  long  sold  for  S8,»47.60.  wblch  was  one-iouith  more  Chan  It  cost.  What  was  the  cost 
per  square  foot?  K,  In  a  certain  moil  there  are  294  pounds  14  ounces  of  newspapers  wei^hlnfir  at  the 
rate  of  3  papers  to  ovety  T  ounces.    How  many  papers  are  there  In  the  malll    16  ounces=l  pound. 

Third  Satt)ec(— Iietter  Writing.— The  compedtor  Is  permitted  to  T/rlte  on  either  one  of  two 
subjects  given.    The  following  subject  bas  been  used: 

Write  a  letter  of  net  less  than  l',i5  words  giving  your  views  as  to  the  advantages  derived  from  free 
public  libraries  in  the  principal  cities  of  your  Stale,  This  exercise  Is  designed  vhiefi]i  to  test  the 
competitor'ssblll  in  simple  English  composition.  In  rating  the  letter,  its  errors  in  form  and  address, 
In  spelling,  oapltalizaHon,  pUDCtuatlon,  syntax,  and  style,  and  its  adherence  to  the  subject,  will  be 


Foortb  Soiaeot— Penmanaliip.— The  rating  on  perunanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  ualfonnily  In  (he  formation  of 
words,  letters,  and  panctuation  marks  in  the  eierdse  of  the  subject  of  copying  from  plain  copy.  No 
particnlar  style  of  penmanship  is  preferred. 

Zifth  Saltfect — Copying  trota  Plslu  Cop;.— N.  B. — Paragraph,  spell,  capitalize,  and  punctuate 
precisely  as  In  copy.  All  omlBsioos  and  mistakes  vrill  be  token  into  consideiaUon  in  rating  this 
subject. 

Make  an  eract  vrnUen  copy  of  Ihe/otlomT^: 

No  recommendation  of  an  applicant,  oompetitor,  or  eligible  involving  any  disclosure  of  his  political 
01  religious  opinions  or  a£liation  shall  be  received,  filed,  or  considered  by  the  Commission,  by  any 
board  of  examiners,  or  by  any  nominating  or  appointing  officer.  In  malting  removals  or  reductions, 
or  1q  imposing  pimishmeat  for  delinqnency  or  misconduct,  penalties  like  in  cbaraeter  shall  be 
imposed  for  like  o3enses,  and  action  tberenpon  shall  l>e  taken  irrespective  of  tile  political  or  rell^ous 
opinions  or  affilialions  of  the  offenders.  A  penon  holding  a  positloD  on  the  date  said  position  Is  clas- 
sified under  the  olvil-secvice  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  persons 
o(  the  some  class  or  grade  appointed  upon  examination  under  (ha  piovlslODE  of  said  acL 

Slitti  Subject— Geography.— Questions  are  similar  Ui  those  shown  tmdeT  first  grade  except  that 
no  questions  relating  to  foreign  cities  ore  included. 

Seventh  Snigect— Beading;  Addresses.  (Postal) .—This  exercise  consists  of  the  reading  of  a 
number  of  written  addresses,  which  are  photoUtbi^^ptied  on  one  sheet.  A  second  sheet  Is  tar- 
nished, which  contains  the  same  addresses,  these  addresses  l)eing  printed  and  containing  errors  of 
omisslon.snbatitution,  or  insertion.    The  competitor  is  required  to  indicate  the  errors  In  each  printed 

address  by  underscoring  with  a  pencil,  thus, ,  any  portion  of  a  printed  address  wblch  is  not  a 

correct  copy  of  the  written  address,  and  by  a  caret,  tlius,  A,  any  omitted  words,  flgnres,  or  initials. 
Words  abbreviated  in  the  written  address,  but  printed  in  full  in  the  printed  address,  are  regarded  as 
correct  if  the  correct  wordsare  printed.    Differences  in  punctuation  or  capItaliiaClOD  are  not  regarded 
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PRINTED  ADDRESS-WITH  ERRORS  NOTED. 

Theodore  M.  MarUn,  Foreman  a  Water  Works, 

High  Koad,  Groad  Forks.  North  Dakota. 
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WRITTEN  ADDRESS— COK  RBCT. 


PRINTED  ADDRE8S— WITH  S. 

Major  A  A.  T.  Chandler, 

THIBD-GBASE  EXAMTMATION. 

Spbllinq:  Twenty  simple  words  in  ordinary  use.  2.  Aeit^metic:  Embracea 
tion,  subtraction,  multiplication,  and  division  of  wholo  nunibera  and  of  Unit«d 
«  money.  3.  LffrTERWHiriNo:  Test  in  the  use  of  the  Englisb  language  for  busi- 
correspondence.  4.  Penuanbhip:  Marked' on  lability,  rapidity,  neatnees,  and 
ral  appearance.  S.  Coptino  fbou  plain  copy:  Ad  exact  copy  of  a  few  printed 
:,  in  competitor's  handwriting. 

le  following  questions  and  teats  which  have  been  used  indicate  the  general 
acter  of  these  subjects: 

Ht  Sabject—SpeUlne.— Spelling  1b  dictated  b;  the  examiner.  The  words  are  written  by  tbe 
etitor  In  tbe  blank  spaces  indicated  on  tbe  flret  sheet  o(  the  eiunlnatioD.  All  words  should  be 
icnced  with  capital  letters.  The  eiBmloeT  pronounces  each  word  and  gives  its  definition, 
ompedtor  is  required  to  nrile  only  the  word  and  not  lis  deSnltlon. 

ur;  A  sweet  substance  made  from  the  Juice  of  tbe  sugar  cane.  Pledge:  Something  given  aa 
ily.  Ckalaer:  One  who  hascbargeof  moneyinabank.  Figure:  A  mark  representing  a  DDinber. 
ing:  Conveylnfi  or  transporting  in  any  way.  Breadth:  The  meaaare  from  side  to  side.  Sheet: 
imouDt  of  paper  made  in  one  body  or  piece;  as,  a  sheet  of  paper.  Eatily:  In  an  easy  manner. 
ifr:  The  border  or  llmils  ol  a  country.  PaUenet:  The  state  or  quality  of  being  paUenL  Sued.- 
c't  of  guessing;  as.  to  guess  at  one's  weight.  Threat:  The  act  of  threatening;  as.toniakeathreat. 
and:  A  precious  gem.     VitU:  Togo  to  see;  as,  to  visit  a  friend.    Sepair:  To  mend  or  make  over; 

repair  clothes.  Peoplx:  The  body  Dl  persons  composing  a  nation;  as,  the  American  people, 
ire.-  To  be  in  need  of;  as.  lo  require  money.  OreoM:  Soft  animal  fat.  Antvxr:  To  reply  lo;  as. 
^wer  a  letter.    Engt:  To  live;  as.  to  exist  in  poverty. 

ond  Subject— Arithmetic.— In  solving  problems  the  processes  should  be  not  merely  tndi- 
,  btit  all  the  figures  necessary  In  solving  each  problem  should  be  given  In  full.    The  answer  Ui 
problem  should  be  Indicated  by  writing  "Ans."  after  it. 
[This  quesUon  will  consiBt  of  a  short  column  ol  figures  to  be  added.)    a.  Divide  2,4(».SSS  by 

3.  Multiply  8,643  by  COX,  and  then  subtract  98,746.  4.  A  merehant,  who  spent  (225,  bought  65 
la  of  butter  at  30  cents  per  pound,  04  barrelsof  apples  at(2.2&  per  barrel,  and  spent  the  remainder 
)flee.  Hon  mnch  did  he  spend  for  coffee?  5.  During  tbe  mantb  of  August  160,000  bushels  of 
t  were  shipped  from  a  certain  port.  During  September  67,960  more  bushels  were  shipped  than 
g  August.  What  was  the  total  number  of  bushels  shipped  in  the  two  months? 
ird  Bn^Ject— Letter  Writing.— Tbe  competitor  is  permitted  to  write  on  either  one  of  two  sub. 
jiven.    The  following  subject  bas  been  used: 

te  a  letter  containing  not  lees  than  100  words  staling  some  ol  the  advantages  now  derived  by 
Ind  from  the  art  of  printing.  This  exercise  la  dedgncd  chieSy  to  test  the  competitor's  skill  in 
e  English  composition.  In  rating  the  letter  Its  errors  in  form  and  address,  in  spelling,  capitall- 
1.  punctuation,  syntax,  and  style,  and  its  adherence  lo  the  subject  will  be  considered. 
irtti  Snbjeot— Fennunship.— The  rating  on  penmanship  will  be  determined  by  legibility. 
Ity.  neatness,  and  general  appearance,  and  by  correctness  and  nnfformity  in  the  formation  of 
1.  letters,  and  punctuaUon  marks  In  tbe  enerelse  of  the  fifth  subject— copying  from  plain  copy, 
.rtlcular  style  of  penmanship  is  preferred. 

th  Snhje«t— Copying  from  Plain  Cop;.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
icly  as  in  the  copy.    All  omissions  and  mlst&kea  will  be  taken  Inlo  considerallon  in  rating  this 
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Applicants  may  ascertiuD  what  poeidons  exist  in  any  custom-house  by  application 
to  the  local  secretary  at  such  cnetJiin-houae  or  to  the  district  secretary. 

In  the  Customs  Service  women  are,  unless  otherwise  specified,  elipble  for  examina- 
tion tor  the  toilowing-named  positions  only;  Deputycollector,  deputy  surveyor,  clerk, 
stenographer  and  typewriter,  inspectress,  and  cashier. 

INTERNAL-REVENUE  SERVICE. 

Application  form  1371. 

Age  limits,  21  years  or  over. 

Esaminationa  for  the  positions  of  clerk,  division  deputy  collector,  gauger,  ofBce 
deputy  collector,  storekeeper,  and  storekeeper-gauger  are  held  on  the  first  Wednes- 
day in  September  of  each  year,  at  the  following  places: " 

Atlanta,  Ga,  Columbia,  S.  C.  Nashville,  Tenn. 

Birmingham,  Ala.  Jacksonville,  Fla.  Bavannah,  Ga. 

Bristol,  Tenn.  Knoxville,  Tenn.  Tampa,  Fla. 

Charleston,  S.  C.  Memphis,  Tenn. 

Chattanooga,  Tenn.  Mobile,  Ala. 

Application  blanks  may  be  secured  at  any  time,  either  from  the  8eci«tary  of  the 
Fifth  U.  8.  Civil  Service  Kstrict,  Post-Office,  Atlanta.  Ga.,  or  from  the  local  secre- 
taries at  the  postKjffices  in  the  cities  above  named.  Applications  must  bo  filed  with 
the  District  Secretary  at  Atlanta  not  later  than  4:S0p.  m,  tm  the  firtl  Wednetday  in 
Aug^iil:  otherwise  they  will  only  he  received  for  the  nest  examination. 

The  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of  clerk, 
office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these  posi- 
tions should  apply  for  the  "deputy  collector  and  clerk"  examination.  The  store- 
keeper-ganger examination  will  be  given  for  the  positions  of  gauger,  storekeeper,  and 
storekeeper-^uger,  and  applicants  for  these  positions  should  apply  for  the  "store- 
keeper-ganger" examination.  For  description  of  the  examinations  mentioned  in 
this  par^raph  see  page  9. 

An  eligible  will  be  considered  for  appointment  only  in  the  district  in  which  he  is 
examined.  The  Department  usually  selects  for  appointment  an  el%ihle  who  is  a 
resident  of  the  district  in  which  the  vacancy  exists. 

For  a  copy  of  the  Gau^r's  Manual  applicants  should  apply  (o  the  Commissioner  of 
Internal  Revenue,  Washington,  D,  C. 

The  positions  of  bonded  storekeepers  and  gangers  whose  compensation  doee  not 
exceed  (3  per  diem  when  actually  employed,  and  whose  aggr^ate  compensation 
does  not  exceed  $500  per  annum,  are  not  subject  to  competitive  examirLation. 

Examination  for  the  position  of  messenger  is  held  only  when  eligiblee  are  needed, 
and  will  be  duly  announced  in  the  public  press. 

CUSTODIAN  SERVICE. 

Examinations  (or  the  custodian  service  will  be  held  only  when  eUgibles  are  needed, 
and  applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
announcement  of  date,  time,  and  place  of  examination  will  be  given.  The  announce- 
ments will  contain  information  as  to  the  subjects  of  the  examinations. 
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OEXEBAI.  INFORMATION. 

plic&nts  Ml  to  properly  execute  their  upplicationa  or  fail  in  tlie  examiiiB- 
:broagh  a  lack  of  knowledge,  but  largely  through  haete  and  carelessneBa 
ind  interpreting  questions  and  in  writing  the  answers.  Great  care  should 
d  in  completing  the  application  to  see  that  every  requirement  has  been 
led  with.  In  the  esaminatioDH,  while  competitors  must  complete  their 
n  a  prescribed  tinie,  it  in  ample  for  the  careful  (consideration  of  every 

tiont  SSeS,  941S,  and  54T9,  Bavised  Statute!  of  tha  tloitsd  Statai,  auy  false 

an  ippliMtiaii,  altarntlon  of  a  Tonoher  or  oertifloate,  or  tlie  praaeatation  to 
ion  of  uij  snoli  paper  is  a  vlolatioii  of  the  law.     A  nnmber  of  convictioni  of 
tj  nnder  the  aboTe-mentioned  itatntai  have  been  seonred. 
□iesion  is  not  responsible  for  delay  in  the  receipt  of  applications.    Appli- 

by  mail  are  not  received  unless  postage  is  fully  prepaid.     Mailing  an 
is  not  filing,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
I  unless  actually  received  by  the  district  secretary  within  the  time  limit 
]r  the  examination  desired, 
ho  hav6  applied  for  an  examination  or  who  have  passed  an  examination 

the  district  secretary  informed  of  any  change  of  post-office  address. 
)  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
ress  changed  should  always  be  made  by  letter,  which  should  relate  only 
e  in  address  and  should  always  indicate  the  kind  of  exaiaination  taken, 
attained,  and.  if  educational,  the  place  and  date. 

lation  questions  are  prepared  and  all  papers  are  rated  by  the  Civil  Serv- 
[on,  Washington,  D.  C.  The  results  oC  examinations  are  determined  as 
possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
ir  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
tary  or  the  Commission  to  expedite  the  rating. 

lapers  of  an  examination  have  been  rated,  the  names  of  the  elittibles  are 
he  register  in  the  order  of  the  average  obtained  by  each.     An  average 

70  is  required  in  order  to  become  eligible,  except  in  cases  of  persons 
schaiged  from  the  United  States  military  or  naval  service /or  dimbUiti/ 
s  line  of  duly.  The  names  of  such  persons,  whose  cl^ms  for  preference 
lowed  by  the  Civil  Service  Commission,  and  who  obtain  an  average 
65,  will  be  placed  at  the  head  of  the  eligible  register. 
!ancy  is  to  be  filled,  the  highest  three  names  on  the  register  are  consid- 
ominating  officer,  and  from  these  three  a  selection  is  made.  The  names 
ire  considered  again  until  each  name  baa  been  considered  three  times. 

eligibility  is  one  year  from  the  date  the  name  is  entered  on  the  register, 
inttnent  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 

the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
ppointment.  In  the  Post-Office  Service  the  six  months'  probationary 
from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
pointment  as  substitute. 

CrT'IL-SBRVICE  SCHOOLS  AMD  INSTITUTES. 

ision  has  no  connection  with  any  civil-service  school  or  institnle  doing 
srrespondence  or  otherwise,  and  bas  no  information  to  fnmish  in 
Their  representatives  are  not  permitted  to  inspect  tlie  examination 
petitore.  Authentic  information  in  regard  to  examinations  may  be 
from  the  United  States  Civil  Service  Commisaion,  and  without  cwrt. 
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INFORMATION  COHCERNIMO  OTHER  f^BVICBS. 

A  manual  of  examiiiatiojis  ia  isBoed  by  the  United  States  Civil  Servics  CoiQiniBBion 
.  JoDuaij  and  July  of  each  jeoi,  wliich  cont&ius  full  information  concerning  tbe 
gular  spring  and  fall  examinations  for  poBitione  in  the  Departmental,  Indian,  Rail- 
ay  Midi,  Government  Printing,  Philippine,  lethmian  Canal,  and  other  eervicee. 
copy  of  the  manoal  may  be  liad  bj  addrewing  the  United  Btatee  Civil  Service 
ommiBaion,  Washington,  D.  C. 

STENOGRAPHER  AKI>  TTPEWBITER  (AIX  SERVICES). 

Only  one  examination  ia  held  for  the  position  of  Btenographer  and  typewriter  in 

1  branches  of  the  Federal  service,  and  eligibles  are  certilied  to  vacancies  in  the 

epartmenta  in  Waehington  or  in  the  local  offices  in  the  vicinity  of  their  placee  of 

aidence. 

Information  concerning  this  examination  may  be  obtained  From  the  United  States 

ivil  Service  CommiBsion,  Washington,  D,  C. 


Applicants  for  podtiona  in  the  mechanical  trades  or  for  other  nonedncational  pod- 
one  in  tlie  QoartennaslAr'a  Department  at  Lat^  in  the  States  of  NorUi  Carolina, 
>uth  Carolina,  Gieoigia,  Florida,  Alabama,  and  Mississippi  should  write  to  the  die- 
ict  secretary  at  Atlanta,  Ga.,  for  special  circular  iaeoed  for  .that  Department. 
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DESCRIPTION  OF  EXAMINATIONS. 

Foer-oFFiCE  Aim  custom-house. 


CW 

^ 

Second  grade. 

™""^V^°" 

.... 

i-n^iZ^^^^) 

(Time  aUowed,41  hoois. ) 

(Time  allowed.  3 

hOQIB.) 

II 

SnbJeotB. 

if 

Subjecls. 

1^ 
If 

SnbJeclB. 

1 

10 

16 
10 

1   8»IU 

w 

20 

■ 

20 

I   Wittimedc""'" 
8!  Letter  writing! 

"II 

^ 

8.  Letter  wrtUng... 

5,  Copying  from 
pCilnoopy 

20 

20 

Total 

— 

loD  Is  given  for  positions  of  bo(h  clerk  and  carrier  in  poetol 
INTBBNAI.  RBTEMlti:. 


ipuly  collector  and  clerk, 
■flme  allowed,  Shonre.) 

(Timealiowed.'iniioiiis.) 

Subjects. 

If 

SubJecM, 

26 
26 
20 

100 

1   Arithmetic 

4.  Copying  from  plain  copy 

—— 

•iity  collector  and  clerk  examination  the  epelling  test  is  of  about  the  game 
Ifficnlty  ae  that  for  first  grade.  The  second  subject,  arithmetic,  com- 
oaental  operations,  comman  and  dedmal  fractions,  and  practJcal  prob- 
lementsofpercentageaad  mcnminttion.  ThiBBnbjeutis  of  approximately 
free  of  difficulty  as  the  first-grade  arithmetic  in  the  custom-house  exatn- 
the  questions  relate  more  particularly  to  problems  which  may  arise  in 
revenne  service.  The  test  in  elements  of  accounts  is  eimilar  to  the  fifth 
rst-grade  arithmetic. 

-ekeeper-gauger  examination  the  subject  of  arithmetic  comprises  funda- 
ttione,  common  and  decimal  fractions,  and  practical  problems  in  the 
nensuration.  This  subject  is  of  approximately  the  same  degree  of  diffi- 
!  second-grade  arithmetic  in  the  cnetom-honse  examination,  bnt  the 
late  more  particularly  to  problems  which  may  arise  in  the  intemal- 
ice.  The  copying  exercise  consists  of  a  test  in  copying  figures  arrai^ed 
f  a  table  and  also  a  few  printed  lines. 


(9) 
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SPECIMEN  QUESTIONS. 


.  Spbiaino:  Twenty  words  of  more  thaa  average  difficulty.  2.  Arithhbtic: 
idameiital  rules,  [ractiong,  percenta^,  interest,  discouDt,  analysis,  and  Btatement 
limple  accounts.  3.  Pbnuanship:  Marked  on  legibility,  rapidity,  neatness,  and 
eral  appearance,  4.  Lsttbb  writing  :  Test  in  the  use  of  the  English  language  for 
iness  correspondence.  5.  Conversion  of  currkncv;  Tests  in  the  conversion  of 
(lish,  French,  German,  or  Spanish  currency  into  Unit«d  States  currency. 
Geooiupby:  Questions  relating  to  the  boundaries  of  States  and  to  capitals,  larfieat 
is,  rivers  and  other  bodies  of  water,  and  the  location  by  States  and  foreign 
ntriea  of  prominent  cities. 

he  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
racter  of  these  si '  ' 


rat  Sul^ect^-SpeUlng Spelling  is  dictated  by  the  examiner.    The  words  are  written  by  ttie 

petitoT  In  tbe  blank  epnces  indicated  on  the  Hrst  eheec  of  the  examltisUoti,  All  words  shoatd  be 
menoed  with  capital  letters.  The  enamlner  pronouoees  each  word  and  gives  its  definition 
competitor  is  required  to  write  only  the  word  and  not  Its  definition. 

«n(fcr,-  A  long,  round  body. '  Promittory:  Containing  a  promise;  UK,  a  promlBsory  note  Emenli  jl 
sAsary  or  indispensable.  I>igeeraibtg^  Apparent  or  visible.  Opportunity:  A  fit  or  convenient  time 
■ttfui:  False  or  tricky.  Dfferenix:  Kespect  or  regard.  iKeeriimi:  The  act  of  placing  in  as  the 
rtlon  of  an  advertisement,  Fadlilale:  To  make  easy;  as,  to  (aelUlate  business.  Srheasmady  A 
of  the  United  States.  Adjacent;  LylngDearorborderingon.  Souvenir;  A  token  oi  remembrance 
■eding:  Yielding  or  giving  up;  as,  conceding  a  point.  Lineage:  Line  of  descent  or  ancestry  as 
}yal  lineage,  Bdetertaa*:  Haimlul  or  Injnrlotis:  as,  deleterious  to  health,  HvmoBlal  On  a 
1.  Patriittony:  An  estate  inherited  irom  one's  father.  C^tifcale:  A  written  testimony  as  a 
rlage  certlfloate,  Setervoir:  A  place  ol  storage;  as,  ft  iiater  reservoir,  Prtvllfge:  A  right,  as,  Ihe 
liege  o(  voting, 

cond  SuttJeat— Arlthmetie.— In  solving  problems  the  proseases  should  be  not  merely  indicated, 
ill  the  figures  neceeeary  in  solving  each  problem  should  be  given  in  (nil.  The  answer  to  each 
ilem  should  be  indicated  by  writing  "  Ana,"  after  It, 

This  question  comprises  a  test  In  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
e  columns  of  about  twelve  numbers  eacb  to  be  added.  3.  Divide  47(V  by  7;,  multiply  the  quo* 
t  by  SJ,  and  to  the  product  add  0.0907  of  214.6,  3,  A  father  invested  a  sufficient  sum  of  money  In 
BChusetta  5's  at  Vlj.  brokerage  1  per  cent,  to  give  his  son  an  annual  Income  of  S1,2(U.  What  was 
lum  Invested?  4.  The  appropriation  lor  the  Civil  Service  Commission  lor  the  fiscal  year  ended 
!  30,  1897,  was  898,840.  During  that  year  60,000  persona  were  eiamincd.  If  84  per  cent  of  this 
iber  lolled  to  pass,  and  174  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
to  the  Oovemmenl  of  each  appointment?  s.  On  April  l,  1901,  Amos  Ward  owed  Graves  di  Coon 
Oon  account.  April  4,  he  sold  them  68  barrels  potatoes  at  12,75  per  l>arrel.  April  6,  he  gave 
n  a  draft  upon  Ban  Francisco  for  S1,S60,  which  they  accepted  at  1  per  cent  discount.  April  B,  they 
Ward  894  bushels  corn  at  m  cents  par  bushel.  April  16  ttiey  bought  of  him  2,9«0  feet  lumber 
.25  per  hundred  feet  April  19,  they  sold  him  341  dozen  chairs  at  90  cents  each.  April  21,  Ward 
[ht  of  them  1,260  eggs  at  14  cents  per  dozen.  April  28,  he  gave  them  a  note  for  tl, 820  due  in  60 
I,  April  29,  he  bought  of  them  1,980  pounds  bay  at  tl6  a  ton.  Make  an  Itemized  statement  of 
ibove  account  as  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading;  close 
icconnt,  and  brfng  down  the  balance  as  it  should  have  appeared  May  1. 1904. 
lird  Subject— FenniBOBbip.— The  rating  on  penmanship  will  be  determined  by  legibility, 
ilty.  neatness,  and  general  appearance,  and  by  eorrectaesa  and  uniformity  in  the  formation  of 
is,  letters,  and  punctuation  marks.  In  the  exercise  of  the  fourth  subject— letter  writing.  Nupar- 
ar  style  of  penmanship  Is  preferred, 

•urtli  Subject— I.ettfir  Writing.— The  competitor  Is  permitted  to  write  on  either  one  of  two  sub- 
I  given.   The  following  subject  has  been  used;  Write  a  letter  of  not  less  than  IM  words,  giving 
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No.  1.    (French  Intoicb.) 
)<;eDUmi;a^I(nn<!;  Itnuc^W.lSS:  1  meter- 100 ceuUinelera;  11 

French 

TInited  Slates 

Franca. 

Dolls, 

CU. 

No.  2.    (aBBHAH  Invoice.) 
[1  msTk^lA.zas:  l  toti^l.240  lbs.) 

Oennan 

DdKhI  Btstea 

Uuks. 

Dolli. 

CIS. 

somprlsee  conveisloii  ol  Eagllsh  and  either  French.  Oemuui,  Italian,  or  Spanish  CDrrencr 
tales  currcLcy. 

gject— Oeograpli)'.— N.  B.— Competitors  are  cantiOLed  not  U>  exceed  the  requirements 
Ions  In  theli  aaaweiB,  as  no  credit  will  be  given  for  additional  InlomialioD. 
Elates  as  follows:  Two  Uut  bordei  on  the  Columbia  River;  two  that  border  on  both  the 
id  MU^sslppl  rivers;  two  that  border  on  both  Virginia  and  the  Ohio  River;  two  that 
ew  Jeraej';  two  thai  border  on  the  Savannah  Kiver.  a.  In  what  Slate  is  eacb  of  the 
lamed:  FoDobscol  Bay,  Corpus  Cbrlstl  Bay,  Puget  Sound,  Pearl  Rivur,  Oneida  Lake, 
e  largest  city  in  each  of  the  following-named  States,  and  name  the  river  or  Ijody  of  water 
icb  city  required  le  situated:  Connectlcnl,  Mlnisippi,  Nebraska,  Minnesota,  Ohio.  4.  In 
la  each  of  the  ioltowlng-named  prominent  cities  located:  Racine,  Bangor,  Allegheny, 
~airo,  LoS  Angeles,  Shreveport,  Fargo,  Evanavilli',  Ogilensburg.  S.  In  what  foreign 
lony,  or  poesesaion  la  each  of  the  folio  wiitgnamed  prominent  citiea:  Bremen,  Buenoe 
ihama,  Cape  Town,  Havre.  Melbourne,  Adrlanople,  Ottawa,  Tt^hcran,  Panama. 

8£C0^1>-GRAI>E  EXAMINATION. 

ling;  Twenty  wordBofaven^difficultyincommon  uae.  2.  Arithmetic: 
addition,  subtraction,  multiplication,  and  dlviuoo  of  whole  numbers,  and 
nd  decimal  fractione.  3.  Leitbk  wairiNa:  Test  in  the  use  of  the  English 
jr  boeinesH  correspondence.  4.  Pehmanbhip:  Marked  on  legibility,  rapid- 
ss,  and  general  appearance.  5>  CopyiHa  from  plain  copv:  Anexactcopy 
in  ted  lines,  in  competitor's  handwriting.  6.  GBoasAPHy:  Questions  relat- 
boimdaries  of  8tat«B,  and  to  capitals,  largest  cities,  rivers  and  other  bodies 
nd  the  location  by  f^tatfis  of  prominent  cities. 

owing  qne«tJons  and  teats  which  have  been  used  indicate  the  general 
>f  these  subjects: 

|ect — Spelling;.— Spelling  ia  dictated  by  the  examiner.  The  words  are  written  by  the 
1  the  blank  spaces  Indicated  on  the  drat  sheet  of  the  eiaminatlon.  All  words  ahould  be 
with  capital  lettera.  The  examiner  pronouneea  each  word  and  gives  Its  defloltlon. 
xir  is  required  (o  write  only  the  word,  and  not  its  deiinitioD. 

One  who  opposes:  as,  a  politiiial  opponent.  Pretidml:  The  Chief  Eieeutive  of  the 
I.  0™?u*ror:  One  who  conqneis.  BTujfesome.- Healthful;  as,  wholesome  food.  Achieve: 
o  achieve  succen.  Tranqnil:  Quiet  or  peaceful.  Detach:  To  aeparale  or  remove:  as,  to 
from  a  booh.  Erptntit'e:  Very  postly.  flpMose:  Death;  as,  a  person's  decease.  Notice- 
of  notice;  as,  a  noticeable  occasion.  SaspiciBut:  Exciting  euspjcion;  a^,  a  suspicious 
.  Temux:  A  raised  bank  of  earth.  Rapping:  Making  a  number  of  quick  blowa.  Lav 
leech  of  a  people:  as,  the  Eogliah  language.  ScAednie;  A  llal  or  inventory;  aa,  asched. 
T^ing:  Binding  or  fastening  with  a  cord.  Fu^ior:  Low  or  mean.  Coutk:  A  way  or 
lee  couise.    Saiary:  A  stated  allowance  paid  for  services.    Oticago:  A  city  in  the  ITniied 

litJeot — Arithmetlo.— In  solving  problems  the  procenee  should  be  not  merely  Indl- 
the  figures  necessary  in  solving  each  problem  should  be  given  in  full.    The  answer 

9m  should  be  Indicated  by  writing  "Ana."  after  It. 
following,  and  from  the  aum  subtract  32,SS5,e(IE  (here  will  be  given  a  short  column  of 

Multiply  7^  by  3«.S,  and  divide  the  product  by  1.92.     Solve  by  decimala.     S.  A  carrier 


lellfirs  or  87  papers  in  a  minuta.  At  this  raM,  how  man;  houis  will  it  take  blm  ta  assort 
ind  185  pounds  of  papers,  averaging  7  papers  to  the  pound?  4.  A  lot  which  was  63  feet 
I  feet  long  sold  for  SS.S4';.aO,  which  was  one-iouith  more  than  it  coaL  What  was  the  cost 
•01?  s.  In  a  cerUdn  mall  there  are  294  pounds  14  ouncea  of  Lewspapers  wetgblnR  M  the 
era  to  every  7  ouncefl^  How  many  papers  ore  there  in  the  mail?  16  ounees^l  pound. 
4eot— I<eUer  IVrltJng.— The  competitor  la  permitted  to  mite  on  either  one  of  two 
:n.   The  iolloviiiE-  subject  has  been  used: 

tier  ol  not  leas  than  I'JB  words  giving  your  views  as  to  the  advantages  derived  from  free 
ies  in  the  principal  cities  of  your  Btale.  This  exercise  Is  designed  chiefly  to  test  the 
skill  iQ  elmple  English  compodtion.  In  rating  the  letter,  its  errors  ia  form  and  address, 
capitalization,  punctuation,  syntax,  and  style,  and  its  adherence  to  the  subject,  will  be 

itdeot— i'enmsnshlp.— The  rattng  on  penmansblp  will  be  determined  by  legibility, 
.tneas,  and  general  appearance,  and  by  correctness  and  uniformity  in  the  foouatlon  of 
9,  and  punctuation  marks  In  (he  exercise  of  the  subject  of  copying  from  plain  copy.  No 
fi6  of  penmanahlp  is  preferred. 

|«ct— Copytng  from  Plain  Copy.— N.  B.— Paragraph,  spetl,  capilallEe,  and  punctuate 
in  copy.    All  omisslotis  and  mistakes  wlU  be  taken  into  consideration  in  rating  this 

act  wrWen  copy  qfthe/oUowing^ 

lendatlon  of  sa  applicant,  competitoi,  or  eligible  involving  any  disclosure  of  his  political 

)pinlons  or  afSliatloQ  shall  bt  received,  filed,  or  considered  by  the  Commission,  by  any 

mineia,  or  by  any  nominating  or  appointing  officer.    In  making  removals  or  reductloDs, 

ng  ponlshment  for  delinqnency  or  misconduct,  penalties  like  In  character  shall  be 

like  oBenses,  and  action  thereupon  shall  betaken  irrespective  of  the  political  or  religious 

ithhatlons  of  the  oOendeis.    A  peraon  holding  a  position  on  the  date  said  position  is  clas- 

the  civil-service  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by  persons 

ilaiBS  or  grade  appointed  upon  eiamination  under  the  provisions  of  said  act. 

ject — tieoBTaphy'— Questions  are  similar  to  those  shown  under  first  grade  except  that 

relating  to  foreign  cities  ate  included, 

iabject— Beadins  Addrewos.  (Postal).— This  exercise  confdsta  of  the  reading  of  a 
rritten  addresses,  which  are  photolilhograpbed  on  one  sheet.  A  second  sheet  Is  fur- 
:h  contains  tbe  some  addresses,  these  addresses  being  printed  and  containing  errors  of 
>stltution,  or  insertion.  The  competitor  ia  repaired  to  indicate  theerroreln  each  printed 
nderscoring  with  a  pencil,  thus, ,  any  portion  of  a  printed  address  which  is  not  a 

of  the  written  address,  and  by  a  caret,  thus,  A,  any  omllted  words,  flgurea,  or  initials, 
vlated  in  the  written  address,  but  printed  in  full  in  the  printed  address,  are  regarded  as 
!  correct  wordsare  printed.    Differences  in  punctuation  or  capitalization  are  not  regarded 
he  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only, 
log  are  illustrstlons  of  the  method  which  should  be  pursued  in  indicating  errors: 


^.   ^;^.«.2:Eai<l- 
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PBINTBU  ADDRESS— WITH  ERRORS  NOTED. 
ThixMlore  M.  Martin.  Foi«miin  A  Water  Works. 


ggr. 
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W  BITTEN  ADDRESS— CORRECT. 


PRINTED  ADDRESS— WITH  EBROB8  NOTED. 


ori  Thompmn,  Alden  County,  Alabama, 
THfRD-GRADE  EXAMIMATIOK. 


^fblung:  Twenty  simple  words  in  ordinary  use.  2.  Abit^metic:  Embraces 
)n,  subtraction,  multiplication,  and  division  of  whole  numbers  and  of  United 
money.  3.  LnTER  waiting:  Test  in  theuse  of  the  Ei^lish  lar^tiagefor  buei' 
>n'espondence.  4.  Pbnuanship:  Marlied  on  legibility,  rapidity,  neataess,  and 
1  appearance,  d.  Copying  pbou  plain  copy;  An  exact  copy  of  a  few  printed 
a  competitor's  handwriting. 

following  questions  and  tests  which  have  been  used  indicate  the  general 
ter  of  these  subjects: 

Hul^eot— .Spelling:.— SpclllnB  1b  dictated  by  the  examinee.  Tbe  words  are  wiilten  by  the 
tor  iu  tbe  blank  Bpeoes  iQdtcaled  on  the  first  abeet  of  tbe  eiamlnatioD.  All  worda  should  be 
iced  with  capital  lettere.  Tbe  examiner  pronounces  eacli  word  and  give«  Its  deQnillan. 
ipetiloi  Is  reqnired  to  write  only  the  word  and  not  Its  definition. 
A  sweet  substance  made  from  Che  Juice  at  the  sugar  cane.  Pltdgc:  Something  giTsa  as 
.  Cathier:  One  whobasehargeof  moneyinabaok.  Figure:  AmartrepreBentlnganumber, 
'.'  CoDTeying  or  tiauBporting  In  any  way.  Breadth:  Tbe  measure  from  side  (o  side.  Shot: 
>unt  a(  paper  made  In  one  body  or  piece;  as,  a  sheet  of  paper.  Eailly:  In  an  easy  manner. 
The  border  or  limits  of  a  country,  PaHaift:  The  slate  or  quality  oF  being  patient.  Sueti: 
)f  guessing;  as.  to  guess  at  one's  weight.  IlireaC,' The  act  ol  tbteatentng;  as,  to  make  a  threat. 
':  A  precious  gem.  VUU;  Togo  to  see;  aa,  tovieit  a  friend.  Rrpair:  To  mend  or  make  over; 
pair  clothes.  People:  The  body  of  peiHins  composiDg  a  nation;  as^  tbe  American  people. 
To  be  in  need  ol;  as,  to  require  money.  Greate:  Soft  animal  fat.  Anmctr;  To  reply  (o;  aa, 
■r  a  letter,    £r£«.-  To  live;  ae,  to  eitst  in  poverty, 

d  Snbject—Aiithmetlc.— In  solving  problems  the  pmcesses  should  be  not  merely  Indi- 
it  all  the  flgares  necessary  Id  solving  each  problem  should  be  given  in  hill.  Tbe  answer  to 
blem  should  be  indicated  by  writing  "Ans."  after  it. 

is  question  will  consist  of  a  short  column  of  flgures  (o  be  added.)  a.  Diiide  2i40B,&es  by 
Uultlply  8,»43  by  60R,  and  then  subtract  M.Tie.  i.  A  merchant,  who  spent  1225,  bought  S5 
f  butter  at  30  cents  per  pound,  84  barrels  of  apples  at  K.2B  per  barrel,  and  spent  the  remainder 
}.  How  much  did  he  spend  for  coffee?  S.  Dtuing  the  month  of  August  460,000  bosbels  of 
>re  Bblpped  from  a  certain  port.  During  September  87,960  more  bushels  were  shipped  than 
ugust.  What  was  the  total  number  of  bushels  ahipped  in  the  two  months? 
Snl^eot — Iietter  Writing.— The  competitor  Is  permitted  to  write  on  either  one  of  Ivro  sub- 
^n.    Tbe  following  subject  has  been  need: 

letter  containing  not  less  than  100  words  stating  some  ol  the  advantages  now  derived  by 
from  the  art  of  printing.  This  exercise  Is  designed  chiefly  to  test  the  competilor'a  ekUl  in 
iglleh  composition.  In  rating  tbeletterltseriors  in  fotmand  arldress.inspelling,caplu!l- 
inctuatlon,  syntax,  and  style,  and  its  adherence  to  the  subject  will  be  considered. 
I  Snt^ect — Fennunsblp.— The  rating  on  penmanship  will  be  determined  by  legibility, 
neatneiM,  and  general  appearance,  and  by  correctness  and  uniformity  In  tbe  formation  of 
;t*ni,  and  punctuation  marks  tn  the  exercise  o(  the  filth  anbject— copying  from  plain  copy. 
ular  style  of  penmanship  is  preferred. 

altlect — Copying  from  Plain  Copy.— N.  B,— raragraph,  spell,  capllaliie.  and  punctuate 
as  in  the  copy.    All  omissions  and  mistakes  will  be  taken  into  consideralioii  in  rating  this 
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;  an  exact  v)Httfn  copy  of  the/ottowing: 

present  postal  pollc;  Is  (o  carry  Qewspapen  in  some  cases  tree,  and  In  nil  otber  coses  al  mnch 
rales  o(  postage  than  ia  ohargeil  lor  letters;  tlie  one  being  for  the  public  weal,  wtilie  the  otlier 
>rivate  benefit.  II  the  telegraph  becomes  a  part  of  the  service  it  will  still  be  the  dnt;  of  the 
tment  to  transmit  telegrams  Jor  the  press  at  mooh  lower  rates  than  for  private  tndlTlduftla. 

EP  OUTLINE  OF  THE  KVLES  FOR  BATING  EXAMINA- 
ON  PAPERS  — POST-OFFICE,  CUSTOM-HOUSE,  AND 
TERNAL-REVENUE  SERVICE.     ' 

soon  ae  practicable  after  an  examination  the  papers  of  the  competitors  are  rated 
:he  aven^  ];iercent^«  of  each  ascertained,  and  competitoiis  notified  whether 
paaa  or  fail.     The  following  ia  a  brief  outline  of  the  rules  for  rating: 


each  ermr  in  spelilog  when  the  exercise  consists  of  ZO  words 

«ach  error  t[)  capitoliiation 

each  failme  to~use  or  for  each  wrong  use  of  tbe  hyphen  and  for  each  improper  division  oi 
word  into  a  compound  word  when  required  to  be  written  solid 


each  wrong  prooesa,  producing  incorreet  result,  in  proportion  to  the  number  ot  steps 

rolved  and  giavitr  of  error I( 

decimal  error  and  (or  each  eyssion  of  a  decimal  or  common  fraction  test 

each  error  in  computation  or  in  copying  from  tbe  printed  question  or  from  work 

minor  errora,  such  as  wrong  indication  of  a  correct  process,  incorrect  or  Inconslsteat 
inctuation,  impTt>per  use  of  symbols  of  designatloit,  improper  or  incorrect  destgna- 

jn  of  a  partial  or  final  result,  etc 

failure  to  show  work  as  required  in  solution  of  problems -,...-...,-.......    S 


lUng  the  letter  its  errors  in  form  and  address,  in  spelling,  capitaliiatlon,  punctuation,  syntax, 
fie,  and  Its  adherence  to  and  treatment  of  the  subject  given  are  considered  and  Its  value,  in 
Igiaent  of  tbe  examiners,  determined  on  a  scale  of  100, 

Btermining  the  mark  for  letter  writing  it  ia  proper  for  the  eiaminer  to  be  guided  in  a  general 
y  the  following  scheme:  Excellent,  %  to  90;  good,  90  to  8t^  fair,  80  to  70;  ordinary,  TO  l«  SO; 
» to  BO:  very  poor,  60  to  25;  praotleally  worthlesa.  25  to  0, 
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nanship  le  rated  according  to  its  valu 
ty,  neatness,  and  general  appearance 
ds,  letters,  and  punctuation  marks,  ai 
eneral  way  by  the  following  scbemr 
jy,  75  to  70;  poor,  70  to  66;  very  poor. 


on  a  scale  ot  in).  In  determining  the  rattng,  legibility, 
as  well  OS  correctness  and  unifotmlty  in  tbe  formation 
i  considered,  and  it  Is  proper  for  examlneiB  to  be  guided 

KicelleDt,  90  to  eO;  very  good,  86  to  80:  good.  80  to  lb; 
E  loSO;  below  the  grade  of  "very  poor,"  EOtolO, 


FrcmlOO 
dedDot— 

each  word  or  figure  omitted,  repeated,  subatituted,  or  improperly  inserted G 

each  error  In  spelling,  for  each  transposition,  for  each  abbreviation  not  In  the  oopy,  'or 
j:h  failure  to  oapttaliie  according  to  copy,  for  each  failure  to  punctuate  according  to  copy, 
r  each  failure  1«  indent  maigln  as  in  copy,  for  each  error  lo  paragraphing,  and  for  irregu- 

rity  In  left-hand  margin 6 

each  misdIvlsiOQ  ol  a  word  at  the  end  of  a  line,  for  each  omiaaion  or  Improper  use  ot  the 
^en  in  dividing  a  word  at  Che  end  of  a  line,  for  each  word  altered.  Interlined,  or  can- 

lied,  for  each  blot  or  minor  erasure.  If  not  neat 1 

any  other  deviation  from  copy  not  covered  by  Che  foregoing,  charges  ore  made  In  the 
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ttins  this  subject  each  answer  in  rated  In  the  judgment  of  the  eismlneraiLccDnllTtKtolU  value 

3a]  e  of  100. 

in  the  qucBtloii  requires  in  the  answer  a  Bpeoiflsd  number  of  atalea,  countries,  cttiee,  rlvera.  or 
of  walBiB,  etc,  aud  the  anawer  contains  a  greater  number  thim  Is  required  by  the  queaUoQ,  no 
shall  be  given  lor  the  answer  If  any  part  or  point  is  incorrect,  time  rendering  the  answer 

RULES   FOR   RATING   READINO    ADDBESBES. 

rating  on  this  subject  ia  for  accuracy  tm!v.  A  chaige  of  2  Is  made  for  each  error  or  omission  In 
the  errois  on  the  printed  sheet  when  compared  with  Ibe  correct  written  addresses  given, 
aerenee  between  the  sum  of  the  errore  thus  louml  and  100  Is  the  rating  on  this  subject. 


RULES    FOR   RATINQ   TIME.        (dEP 

idit  ol  TO  will  be  glren  II  the  examination  la  completed  in  the  maximum  time  of  five  t 
i.  For  each  Interval  of  fire  minnlea  less  than  the  maxtmum  time  a  credit  of  1  in  addlHi 
be  given.  For  oompleling  the  examination  In  two  and  ouc-half  hours  or  less  the  maxli 
of  100  will  be  given.  No  credit  will  be  givea  tor  time  unles  the  average  percentage  oi 
lug  subjects  Is  at  least  TO. 

rder  of  the  Commission; 
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(h)  Who  baa  failed  after  probation  to  receive  absolute  tippointment  to  the  poeition 
forwhidi  he  again  applies  within  one  year  From  the  date  of  the  expiration  of  hie 
probadoDarj'  service. 

(i)  Who  haa  made  a  false  st&tement  in  his  application,  or  has  been  guilty  of  fraud 
or  deceit  in  any  manner  connected  with  his  application  or  examination,  or  has  been 
gailty  of  crime  or  infamous  or  notoriously  di^raceful  conduct. 

(j)  Who  has  been  discharged  for  desertion  from  the  military  or  naval  service  ot 
the  United  States  under  section  19t)8,  Kevised  Statutes. 

P08T-0FE1CB   SEBVICB. 

Application  Form  1371. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  however,  in  the  cases  of 
persons  honorably  discharged  from  the  military  or  naval  eervice  by  Teagon  of  duability 
resulting  from  wounds  or  sickness  incurred  in  the  tine  of  duty. 

Married  women  will  not  be  admitted  to  this  examination,  Tliis  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women  who  are  separated  from  their 
husbands  and  support  themselves. 

Applicants  for  the  Post-Office  Service  are  required  to  be  physically  sound  and  in 
good  health.  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-handed,  or  one-legged  persona,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Applications  from  per- 
sons who  have  any  of  the  physical  defects  mentioned  will  be  canceled  unlai  guck 
persons  were  honorably  discharged  from  the  military  or  naval  service  by  reasort  of  dita-  . 
hiliiy  remdling  from  v)oiinds  or  ticknessincvrred  in  the  line  of  duty.  (See  paragraph  (c), 
pt^;e  1,  for  physical  defects  which  will  debar  persons  from  any  examination. ) 

Male  applicants  must  measure  not  less  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  less  than  125  pounds  without  overcoat  and  hat  Female  applicants 
are  not  required  to  be  of  any  specific  height  or  weight. 

The  second-grade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pages  9, 11,  and  12. 

AppHcants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in 
their  applications,  indicating  the  length  of  time  they  have  served,  as  additional 
credit  of  1  per  cent  will  be  allowed  for  each  year's  service  as  roral  carrier,  not  to 
exceed  five  years,  the  total  average  percentage  not  to  exceed  100. 

Examinations  for  the  following  offices  will  he  held,  as  far  as  practicable,  on  the 
first  Wednesday  or  Saturday  after  the  16th  of  November  of  each  year: 


Allegheny,  Pa. 
Allentown,  Pa. 
Altoona,  Pa. 
Asbury  Park,  N.  J. 
Atlantic  City,  N.  J. 
Braddock,  Pa. 
Bradford,  Pa. 
Camden,  N.  J.o 
Chester,  Pa." 
Easton,  Pa. 


Erie,  Pa. 
Franklin,  Pa. 
Greensburg,  Pa. 
Harrisburg,  Pa. 
Johnstown,  Pa. 
Lancaster,  Pa. 
Iiebanon,  Pa. 
McKeesport,  Pa. 
New  Brunswick,  N 
Newcastle,  Pa. 


Norristown,  Pa."  Trenton,  N.  J. 

Oil  City,  Pa.  Tyrone,  Pa.   , 

Perth  Amboy,  N.  J.  TJniontown,  Pa. 

Philadelphia,  Pa."  Warren,  Pa. 
Httsbuig,  Pa. 


Pottsville,  Pa. 

Reading,  Pa. 

Scran  ton,  Pa. 

J.  South  Bethlehem, 

Pa. 


Washington,  Pa. 
West  Cheater,  Pa. 
Wilkes-Barre,  Pa. 
Williamsport,  Pa. 
Wilmington,  Del. 
York,  Pa. 


Blank  forms  of  application  may  be  obtained  at  any  time  either  from  the  secretary, 
Third  Civil  Service  District,  Post-Office  Bnilding,  Philadelphia,  Pa.,  or  from  the 
local  aecretary  at  the  office  where  appointment  is  desired.    The  application  when 

a  Held  at  Philadelphia. 
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iBt  be  filed  with  the  District  Secretary  at  Philadelphin  not  later  thnn  4.S0 
Ihirfl  i^day  in  (klober.  ■  Applications  receivwl  after  that  time  willhe 
next  eobseqnent  examination. 

lilowiiig  offices  the  ntuoee  of  male  eligibtee  will  be  entered  on  only  one 
lely,  the  clerk  or  the  earner  re^ater,  ajid  male  ^pliisaiita  for  those  offices 
in  their  applieatiimi  whether  they  deeire  the  poaition  of  derk  or  carrier: 
•e,.  Easton,  I'a.  Philadelphia,  Pa.        Williamsport,  Pa. 

'a,  Erie,  Pa.  Pittsburg,  Pa.  Wilmington,  Del. 

Harriehnrg,  Pa.  Reading,  Pa.  York,  Pa. 

,  N.  J.  Johnstown,  Pa.  Scranton,  Pa. 

I.  Lancaster,  Pa,  Trenton,  N.  J, 

McKeesport,  Pa,         Wilkes-Barre,  Pa. 
\)T  a  change  in  the  dea^uation  of  tlie  position  desired  by  an  applicant 
!  in  writing  and  received  by  the  District  Secretary  on  or  before  the  date 
lation;  otherwise  no  ctiange  will  be  made. 

if  each  male  eligible  for  any  post-ofBce  not  mentioned  in  the  preceding 
II  he  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
rtified  in  its  order  to  vacancies  occurring  in  the  position  of  either  male 
Br,  without  r^iard  to  any  choice  of  position  expressed  by  the  eligible 
tion.  Male  eligibles  will  be  entitled  to  three  ci^rtificatioDS  from  the 
;iBl«r  and  three  oeiiificationB  from  the  carrier  roister.  Failure  of 
one  roister  or  declination  of  appointment  when  selected  will  not  affect 
landing  on  the  other  register.  Appointment  from  either  r«^ster  will 
e;ible's  name  from  both  roisters. 

Office  Service  appointments  are  made  visually  to  the  position  of  substi- 
ibstitul«  carrier.  Sutistitutea  are  promoted  in  the  order  of  their  orig- 
nts  to  the  first  vacancies  occurring  in  regular  positions. 
;esof  the  first  and  second  class  and  carriers  in  the  city  delivery  service 
3  six  grades,  as  follows:  First  grade,  salary  $600;  second  grade,  salary 
de,  salary  1900;  fourth  grade,  salary  $1,000;  fifth  grade,  salaryfl.lOO; 
ary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
the  fifth  grade,  and  clerks  and  <»rriers  at  second-class  offices  will  be 
ssively  to  the  fourth  grade. 

IS  of  both  clerks  and  carriers  will  beniadeat  thebeginninjrof  thequar- 
s  expiration  of  a  year's  service  in  the  next  lower  grade.  No  promotion 
cept  upon,  evidence  satisfactory  to  the  Post-Office  Department  of  the 
JthfalnesB  of  the  employee  during  the  preceding  year.  When  a  clerk 
f  promotion  because  of  unsatisfactory  service  he  may  be  promoted  at 
■  the  second  quarter  thereafter,  or  of  any  subsequent  quarter,  on  evi- 
icord  haa  been  satisfactory  during  the  intervening  period.  Clerks  and 
ghest  grade  in  their  respecldve  offices  are  eligible  for  promotion  to  the 
in  ^d  postoffices. 

igible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 
e  service  of  a  clerk. 

loyees  are  paid  for  actual  service  at  the  rate  of  30  cents  an  hour.  Such 
ees,  however,  are  required  to  work  not  less  than  two  hours  diuly  and 
!titut«s.     They  are  eligible  for  appointment  as  clerks  and  carriers  of 

paid  at  the  rata  of  30  cents  an  hour  when  serving  for  absent  clerks 
hey  are  eligible  for  appointment  ae  anxiliary  employees  and  as  clerks 
e  first  Krade. 
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,  60  per  cent,  and  phyucal  condition,  30  per  cent.    Special  credit  will  be    < 
experience  in  opening  and  packing  general  merchandiee.     Application 
i. 

imination  for  boatman  will  consiat  of  a  noneducational  test,  except  when 
al  qvialifications  are  desired.  When  these  qualifications  are  desired,  the 
ion  will  consist  of  the  subjects  of  the  third-grade  examination  with  a  we^ht 
cent,  in  addition  to  the  rating  on  age,  15  per  cent;  experience,  40  per  cent, 
cal  condition,  25  per  cent.  When  no  educational  qualifications  are  deeired, 
ination  will  consiBt  of  the  subjecta  of  age,  experience,  and  physical  condi- 
lien  a  noneducational  examination  is  given,  applicants  are  not  required  to 
any  place  for  examination.  Application  Form  1093. 
wnB  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
the  strength  teat  now  given  to  unskilled  laborers,  which  consiata  of  lifting 
ildering  a  sack  weighing,  with  contents,  125  pounda.  If  tbey  pass  the 
teat  in  addition  to  the  classified  laborer  examination,  such  fact  will  be 
)n  the  raster  as  in  the  nature  of  a  quahfication.  If  the  appointing  officer 
neat  the  certification  from  the  classified  laborer  re^ster  of  those  persons 
y  qualified  for  the  dischai^  of  the  manual  labor  connected  with  the  po^i- 
i  filled,  certification  shall  be  made  from  those  standing  highest  in  the  educa- 
imination  who  have  also  passed  the  strength  test. 

ints  who  desire  to  undergo  the  strength  test  will  be  informed  by  the  district 
when  and  where  to  report  tor  the  test. 

nations  for  the  Philadelphia  custom-house  will  be  held  on  the  second  Mon- 
ay  of  each  year.  Application  may  be  secured  from  the  Secretary,  Third 
vice  District,  Post^ffice  Building,  Philadelphia,  orUy  between  January  1 
«cond  Monday  in  April;  they  may  be  filed  with  such  secretary  only  during 
i>d. 

ilicant  who  dedree  to  compete  for  all  the  posltioas  in  any  one  of  the  different 
examination  should  etata  in  his  application  merely  the  name  of  the  grade 
la  "first  grade,"  "second  grade,"  or  "third  grade."  If,  however,  he  desires 
■te  for  only  aome  of  the  positions  named  under  any  grade,  and  would  not  be 
)  accept  appointment  to  any  of  the  other  positions  named,  he  should  state 

to  which  he  desires  appointment, 
positions  desired  by  an  applicant 

iiatrict  secretary  on  or  before  the 

will  be  made. 

ine  gradeof  examination  to  be  held 

ore  appointing  officers  an  el^ble 
tree  considerations  for  appointment 
d;  but  for  other  custom-houses  an 
ina.    No  elLgifaie  will  be  considered 

ng  places  will  be  held  only  when 
cb  will  he  made),  and  application 
te  announced: 

rbor  City,  N.  J.;  Erie,  Pa.;  Perth, 
J.;  Tuckerton,  N,  J,;  Wilmington, 

apal  deputy  collector,  deputy  naval 
I  wether  will  be  held  only  when 
in  tlie  public  press, 
n  any  cuatom-honse  by  applicalion 
the  district  secretary. 


In  the  Curtoma  Service  women  are,  unless  otherwise  specified,  eligible  for  exami- 
nation tor  the  following-named  positions  only:  Deputy  collector,  depnty  enrveyor, 
clerk,  stenographer  and  typewriter,  inspectreiss,  and  cashier. 

INTBBNA]>EBVKNtrK  SERVICE. 

Applioatiov  Form  1371. 

Act  limits,  21  years  or  over. 

Examinations  tor  the  poatione  ot  clerk,  dii'ision  deputy  collector,  ganger,  ofBce 
deputy  collector,  storekeeper,  and  storekeeper-ganger  are  held  on  the  first  Wednes- 
day in  September  ot  each  year,  at  the  following  places:" 

Harrisbnrg,  Pa.  Pittsburg,  Pa.  Warren,  Pa. 

Philadelphia,  Pa.  Trenton,  N.  J.  Wilkes-Barre,  Pa. 

Application  blanks  may  be  secured  at  any  time,  either  from  the  Secretary,  Third 
Civil  Service  District,  Post-Office  Building,  Philadelphia,  Pa.,  or  from  the  local  sec- 
retaries at  the  post-offices  in  the  cities  named.  Applications  must  be  filed  with  the 
District  Secretary  at  Philadelphia,  Pa.,  itot  later  than  4-SOp.  m.  on  the  first  Wednesday 
in  Auguet.  Applications  received  after  that  time  will  be  filed  for  the  next  subsequent 
examination. 

The  deputy  collector  and  clerk  examination  will  be  given  for  the  positions  of 
clerk,  office  deputy  collector,  and  diviuon  deputy  collector,  and  applicants  for  these 
positions  should  apply  for  the  "deputy  collector  and  clerk"  examination.  The 
Btorekeeper-gai:^r  examination  will  be  given  for  the  positions  of  ganger,  storekeeper, 
and  storekeeper-gauger,  and  applicants  tor  these  positions  should  apply  for  the 
"storekeeper-gauger"  examination.  For  description  of  the  examinations  mentioned 
in  this  paragraph  see  page  9. 

An  applicant  may  apply  for  only  one  of  theee  examinations  when  they  are  both 
annonnced  to  be  held  on  the  same  date. 

An  eligible  will  be  considered  tor  appointment  only  in  the  district  in  which  he 
is  examined.  The  Department  usually  selects  for  appointment  an  eligible  who  is  a 
lesident  ot  the  district  in  which  the  vacancy  exists. 

For  a  copy  ot  the  Ganger's  Manual,  applicants  should  apply  to  the  Commissioner 
of  Internal  Revenue,  Washington,  D.  C. 

The  positions  ot  bonded  storekeepers  and  gaugers  whose  compensation  does  not 
exceed  $3  per  diem  when  actually  employed,  and  whose  aggr^ate  compensation 
does  not  exceed  |500  per  annum,  are  not  subject  to  examination. 

Examination  for  the  position  of  messenger  is  held  only  when  eligibles  are  needed, 
and  will  be  duly  announced  in  the  public  press. 
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■SUBTBEASTTBY  ANB  MINT  AND    A&SAX 

SERVICES. 


ExaminationB  for  these  services  will  be  held  only  when  el^bles  are  needed,  and 
applications  will  not  be  given  ont  until  the  examinations  are  annonnced.  Due 
announcement  of  date  and  place  of  examination  will  be  given.  The  annonncements 
will  contain  information  as  to  the  Bubjecte  of  the  examinations. 

dAb  internol-reTcnue  poflUoDB  tn  Delaware  lue  under  tbe  Internal  RcTenoe  Dletrlct  ol  Maryland, 
with  biudqiuneiB  a.C  Bftltliiuire,  appUcutB  fw  miidi  fvdtiaaa  ibooM  Addnn  the  Seovtaiy,  Fourth 
Civil  Service  District,  Waablugtoii.  D.  C. 
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GENERAIi  INFORMATION. 

ay  applicaots  fail  to  properly  execute  their  applications  or  fail  in  the  ezamina- 
not  through  a.  lack  of  knowledge,  but  lai^ly  throogh  hast«  aad  careleBeness 
iding  and  interpreting  queationB  and  in  writing  the  anewere.  Great  care  should 
ercised  in  completing  the  application  to  see  that  every  requirement  has  been 
complied  with.  In  the  examinations,  while  competitors  mnst  complete  their 
within  a  prescribed  time,  it  is  ample  for  the  carefnl  consideration  of  eivay 

er  secUonn  S3»B,  B4I8,  and  S4'>»,  RevUed  SUMtei  of  the  United  Stotaa,  mny  bl» 
aent  In  sn  sppUoatioii,  mlt«cmtion  of  m  voucher  or  certtflcatA.  or  the  prcnentatJim 
,  CommlggloD  of  anr  Bach  paper,  Is  a  Tlohiliou  of  the  law.  A  Dumber  of  codtIc- 
st  persons  snUty  under  the  above-mentlDned  statutes' have  been  secored. 

;  Commission  is  not  responsible  for  delay  in  the  receipt  of  applications.  Appli- 
IB  aent  by  mail  are  not  received  unless  posti^^  is  fully  prepaid.  M^ii^  an 
nation  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
3cept«d  unless  actually  received  by  the  district  secretary  within  the  time  limit 
ribed  for  the  examination  desired. 

-sons  who  have  applied  for  an  examination  or  who  have  passed  an  esamination 
d  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
re  to  do  BO  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
an  address  changed  should  always  he  made  by  letter,  which  should  relate  only 
)  change  in  addressandsbould  always  indicate  the  kind  of  examination  taken, 
verafce  attained,  and,  if  educational,  the  place  and  date. 

n  questions  are  prepared  and  all  papers  ar«  rated  by  the  Civil  Serv- 
.,  Washington,  D.  C.  The  results  of  examinations  are  determined  aa 
ptiy  as  possible,  and  competitors  are  notified  of  their  avenges  as  soon  as  the 
[  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
ct  secretary  or  the  Commission  to  expedite  the  rating. 

er  the  papers  ot  an  examination  have  been  rated,  the  names  of  the  eligibles  are 
3d  on  the  re^^ter  in  the  order  of  the  average  obtained  by  each.  An  average 
nt^ie  of  70  is  required  in  order  to  become  eligible,  except  in  cases  of  persona 
rably  discharged  from  the  United  States  military  or  naval  service /iw  ditMlUy 
•ed  in  the  line  of  duty.  The  n^mes  of  such  persons,  whose  claims  for  preference 
been  allowed  by  the  Civil  Service  Commission,  and  who  obl&in  an  average 
ntage  of  65,  will  be  placed  at  the  head  of  the  el^ble  register. 
ten  a  vacancy  is  to  be  filled  the  highest  three  names  on  the  register  are  con- 
id  by  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
B  not  selected  are  considered  E^in  until  each  name  hme  been  coniddeied  three 
.    The  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 

try  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
1  time  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 
»olute  appointment  In  the  Post-OfBce  Service  the  six  months'  probationary 
1  begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 
ate  of  appointment  as  substitute. 

CIVII^SERVICB  SCHOOLS  AMD  IMBTITUTE8. 

3  Commission  has  no  connection  with  any  civil-service  school  or  institute  doing 
eea  by  crareBpondenCfl  or  otherwise,  and  has  no  information  to  furnish  in 
1  to  each.  ^Qidr  r^reeentatives  are  not  permitted  to  inspect  the  examination 
tl  of  GOmpetitorB.  Authentic  information  in  regard  to  examinations  may  be 
led  onl7  from  the  United  States  Civil  Service  Commisuon,  and  without  cost 
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TNTORHATION  CONCEBNINO  OTHER  HRRVICES. 

Qanual  of  exsmiufttionB  is  issued  by  the  United  States  Civil  Service  Coinmiesion 
loary  and  July  of  each  year,  which  coDtaiiie  futi  information  concerning  the 
IT  spring  and  fall  examinationa  for  poeitions  in  the  Departmental,  Indian,  Bail- 
tfail,  Government  Printing,  Philippine,  Isthmian  Caaai,  and  other  services, 
jy  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
Qission,  Washington,  D.  C. 

?En*OGKAPHER  AND  TTPEWKITEB  (AJ-L  SERVICES).  

ly  one  examination  is  held  for  the  poeition  of  etenofcrapher  and-  typewriter  in 
ranches  of  the  Federal  service,  and  eli^bles  are  certified  to  vacancies  in  the 

rtments  in  Washington  or  in  the  local  offices  in  the  vicinity  of  their  places  of 

mce. 

ormation  concernii^  this  examination  may  be  obtained  from  the  Uniteil  States 

Service  Commission,  Washington,  D.  C,  


plicants  for  positions  in  the  nechanicat  trades  or  for  other  nonedncatiooal  posi- 
in  the  Quartermaster' b  Department  at  Lai^  in  the  States  of  Pennsylvania  and 
vare  should  write  to  the  district  secretary  at  Philadelphia,  Pa.,  for  apedat  cir- 
issued  for  that  department 
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DESCRIPTION  OP  EXAMINATIONS. 

POST-OPFICB  AND  CTT9TOM-HOUBI:. 


9b 

„, 

Second  guide. 

ThlMg«<Ie;casto 

QK 

.1,6 

Guslonw  BervlcB. 
(Time  allowed,  i  Hours.) 

Postal  Bervlce.o 
dime  allowed,  4t  hoim. ) 

(TtaZlWed.S 

15 

"iiio 

Snbjects. 

Si 

If 

Eubjecta. 

It 

Bnb]ect«. 

Si 

it 

■: 

2.  >£ith^c :::;; 

8.  Letlar  writing." 
S.  Copying     from 

Tolal 

30 

"iocT 

1,  Spelling 

8.  Letter  wtitlng.. 
G.  Copying    from 

Total 

ID 
20 
20 
20 

!S 

10 

1.  Spelling 

8:  Lettef°wtitlnK:: 

B.  Copying    from 
pVncopy.... 

ao 

30 

loo 

Iven  for  poriUooI  ol  both  clerk  am 
INTERNAIi  REVDNXTE. 


ty  collector  and  clerk. 

(Time  allowed,  4J  noun.) 

ubjects. 

BeUtive 
weights. 

Subject.- 

Relative 
weights. 

2S 

1 

1    Arithmetic 

a.  Letter  writing  {second  grade) 

m 

ity  collector  and  clerk  examiiiation  the  spelling  teat  ie  of  about  the 

at  difSculty  aa  that  for  first  grade.    The  second  subject,  arithmetic, 

domental  operataons,  common  and  decimal  fractions,  and  practical 

le  elements  of  percentage  and  meneurotJon.    This  subject  is  of  approx- 

rst-giade  arithmetic  in  the  cnstom- 

LOre  pardcularljr  to  probleme  which 

'he  test  in  elemoite  of  acwiunte  is 

bject  of  arithmetic  comprises  funda- 
ions,  and  practical  problems  in  the 
>roxim&tely  the  same  d^ree  of  diffl- 
Dm-honse  examinstion,  but  the  qoee- 
■h  may  arise  in  the  intcmal-n 
!t  in  copying  figures  arranged  ii 
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ePBCIMBN  QUESTIONS. 

FIRST-QRADB  EXAMINATION. 

Sprlung:  Twenty  words  of  more  than  average  difficulty.  2.  AstTHUBnc: 
iamental  mlea,  fractions,  percent^e,  interest,  disconnt,  analysis,  and  statement 
mple  accounts.  3.  Pbsmanship:  Marked  on  l^ibility,  rapidity,  neatness,  and 
ral  appearance.  4.  Lgttkb  weitinq:  Teat  in  the  use  of  the  English  language 
lustnesB  correspondence.  5.  Convbbsioh  ov  cliikbhcy;  Teats  in  the  (xinTersion 
ngliah,  French,  German,  or  Spanish  currency  into  United  States  currency,  ft, 
sraphy:  Questions  relatii^  to  the  boundaries  of  States  and  to  capitals,  largest 
i,  rivers  and  other  Ixxliee  of  water,  and  the  location  by  States  and  foreign  conn- 

of  prominent  cities. 

le  following  qneslions  and  teste,  which  have  been  used,  indicate  the  general 
acter  of  .these  subjects: 

vt  SaliJect—SpelUiiK-— Spelling  la  dlclated  by  the  examiner.  The  words  are  written  by  the 
«tltor  In  the  blank  epacea  Indicated  an  the  tint  sheet  of  tbe  axamlnaUon.  All  woids  ahoiild  be 
lenced  with  capital  lettera.  The  examiner  pronoonceo  each  won!  and  glvea  Its  deflniaon. 
«mpetitor  la  lequlied  to  write  only  the  word  and  not  Ita  definition. 

inder;  A.  long,  round  body.  ProniiieOT)/;  Containing  a  promise;  as,  a  piomlnory  nol«.  Eagenllat: 
Bary  or  indlapeOBable.  Wewrnifite,-  Apparent  or  visible.  OpportimUy;  A  fit  or  convenient  time, 
l/ul:  Falaeortilcky.  Dtference:  Respect  or  regard.  Jnarrjjon:  Tbeactoi  placIiigln:aB,theliuer' 
>1  an  Bdrertlsement.  FacSttate:  To  make  easy;  aa,  to  lactlltate  buslnees.  Schenedad]/:  A  city 
>  United  Blateg.  AdjaeeaU  Lying  near  or  borderlag  on.  SemveaiT:  A.  token  of  remembiance. 
ding:  Yielding  or  giving  np;  as,  conceding  a  point.  Idneagt;  LlneofdeecentoranceBtry;  aa.ol 
lineage.  DeUterioui:  Harmful  or  Injuiious;  as,  deleterious  to  health.  Boriamlal:  On  a  level. 
lumy:  An  estate  inherited  from  one'a  father.  Certijkale:  A  written  tesUmony;  as,  a  manlage 
Icate.    RaenoiT:  A  place  ol  storage;  as,  a  walar  reserrolr.    Privilege:  A  right;  as,  the  prlvll^e 

ond  Snt^Jeet—Arltlmietio.— In  solving  problems  the  proceasea  should  be  not  merely  indicated, 
II  the  figurea  necessary  In  solving  eacb  problem  sbould  be  given  In  full.  The  answer  to  each 
em  Bbould  be  Indicated  by  writing  "Ans."  alter  it, 

rhis  question  cotoprises  a  test  In  adding  numbers  crosswise  and  lengthwise.  There  are  usually 
columns  of  about  twelve  nnmbers  each  to  be  added.  ».  Divide  4T|^  by  7),  multiply  the  quo- 
by  3),  and  to  the  product  add  0.0907  of  214.8.  3.  A  father  Invested  a  sutBclent  sum  of  money  In 
lehusettsS'aat  971,  brokerage  )  per  cent,  to  give  blsaon  an  annual  Income  of  (1,200.  Wbat  waa 
im  Invested?  4.  The  appiopilatiDn  toi  the  Civil  Bervlce  Commisdon  for  the  fiscal  year  ended 
30,  1897,  was  t98,SW.  During  that  year  £0,000  persons  were  examined.  If  E4  per  cent  of  this 
ler  failed  to  pass,' and  17t  pec  cent  ol  those  who  passed  were  appointed,  what  was  tbe  average 
»  tbe  Government  of  each  appointment!  0.  On  April  1,  19M,  Amos  Ward  owed  Oravee  it 
(68.90  on  account.  April  i,  he  sold  them  68  barrels  potatoes  at  S2.T5  per  barrel.  April  6,  he 
them  a  draft  upon  San  Francisco  for  (1,860,  which  they  accepted  at  )  per  cent  discount.  April 
y  sold  Ward  894  bushels  com  at  3St  cents  per  bushel.  April  le,  they  bought  of  him  2,900  feet 
er  at  (1,25  per  hundred  leet.  April  19.  they  soldlilm  Sli  dozen  cbairs  at  90  cents  each.  April  21, 
bought  of  them  1.260  eggs  at  14  cents  per  doien.  April  28,  he  gave  them  a  note  lor  (1,820  due 
lays.  April  29,  he  bought  of  them  2,B80  pounds  hay  at  (1&  a  ton.  Uake  an  itemized  statement 
I  above  account  as  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading; 
tbe  account,  and  bring  down  the  balance  as  It  should  have  appeared  May  1, 1904. 
!rd  Sobject— PenmaDBhip.— The  rating  on  penmanablp  will  be  determined  by  legibility, 
Ity,  neatness,  and  general  appearance,  and  by  oorrectnesa  and  uniformity  In  the  formation  of 
I,  letters,  and  punctoatlon  marks,  in  the  exercise  of  the  fourth  subject— letter  writing.  Ko 
lolar  style  of  penmanship  Is  preferred. 

irtli  Suhtect— Letter  Writing.— The  competitor  la  permitted  to  write  on  either  one  of  two 
cts  given.  The  following  subject  has  been  naed ;  Write  a  letter  ol  not  less  than  160  words,  giving 
Flews  aa  to  the  advantages  and  disadvantages  of  employment  In  the  departmental  servloe  In 
Ington. 

s  exercise  is  designed  to  test  the  competitor's  knowledge  of  simple  English  composition  and  his 
al  Intelligence.  In  rating  tbe  letter,  Ila  errors  In  form  and  address.  In  spelling,  capitalization, 
nation,  syntax,  and  style,  and  Its  treatment  of  the  aubject,  are  considered. 
tli  anbject— Canveralon  of  Correua]!.- The  competitor  is  required  to  extend  the  entries  so  aa 
iw  Id  foreign  money  and  In  United  Stales  money  the  total  coat  of  each  Item  and  the  total 
nt  in  United  Stales  money.   The  work  la  to  be  done  on  scratch  paper  and  need  not  be  ahown 
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Freoeb 

United  Slalea 
money. 

Pranc. 

Dolls.    1  Cla. 

1 

1 

No.  2.    (Obrman  Invoice.) 
(I  m«k=10.2B8i  1  ton-2.2*0  Iba.] 

".^" 

UDlted  Blalej 

MarkH. 

Dolla 

CtB. 

iaea  eoDTefdon  ol  Engllah  ki 


^r  Freoch.  OenuaD.  IlaliMi.  or  ^tanlsh  carnmcy 


—Gerogr^pby^—K.  B.^^^unpetttora  bi«  cautlooed  not  bo  exDoed  the  requlremeDlfl 
n  their  answers,  ui  no  credit  will  be  given  for  additional  iofomutloiL 

a«  follows:  Two  that  Ixtcder  on  tlie  ColumbU.  Biver:  two  that  tiordeT  on  botb  tbe 
dalppi  rlTere;  two  that  bolder  on  both  Virginia  and  the  OIiId  Rlrer;  two  tbat  bor- 
r:  two  (bat  balder  on  (be  BaTaunah  River.  8.  In  wbat  State  le  each  of  tbe  follow- 
bacot  Bay,  Corpus  ChHMl  Bay,  Fuget  Bound,  Pearl  River,  Oneida  Lake.    3.  Name 

each  of  the  foltowlng-named  Statee,  and  name  tberiveror  indfof  wateron  whlcb 
d  Is  situated:  Couueetlcut,  Mladnlppl,  Nebraska,  Minnesota,  Ohio.  t.  In  what 
le  fullowlikg-Damed  prominent  dtles  located:  Bodne,  Bangor,  Allegheny,  Cliarlotte, 
s,Shrevepon.Fargo,EvanByllle,OgdeD8burg.  S.  In  whatforeign country,  colon]-, 
icb  of  tbe  following-named  prominent  cltlea:  Bremen.  Buenos  Ayree,  Yokoiiama, 
e,  Melbourne.  Adrianople,  Ottawa,  Teheran.  Panama, 

SECOND-GRADE  EXAMINATION. 

:  Tweoly  words  of  average  difficulty  in  commoD  use.  2.  AurT&HBnc; 
tion,  subtraction,  mnltiplicfition,  and  division  of  whole  nnmbers,  and 
lecimal  fractione.  3.  Lbtterwritino:  Teat  in  the  use  of  the  English 
isineea  correspondence.  4.  Penmahbhip:  Marked  on  legibility,  rapid- 
nd  general  appearance,  5.  Copving  from  plain  copy:  An  eiactcopy 
i  lineB,  in  competitor's  handwriting.  6.  Gbooraphy  :  Questione  relat- 
idaries  of  States,  and  to  capitals,  largest  cities,  rivera  and  other  bodies 
he  location  by  States  of  prominent  cities, 
ig  questions  and  tests,  which  have  been  used,  indicate  the  general 


-Spelliag. — spelling  ts  dictated  by  tbe  euuniner.  The  words  are  written  by  the 
blank  apacea  indicated  on  the  flrat  aheet  of  the  examination.  All  words  atiould  be 
capital  letlera.  The  examiner  pronounces  each  word  and  gives  its  defloltlon.  The 
ilred  to  write  only  the  word,  and  not  Its  deflnltlOD. 

who  oppoaea;  as,  a  pollUcal  opponent.  T^eatdtnt:  The  Chief  Bxecuttve  of  the 
in^ueror:  One  who  conqueia.  WlioleKime:  Bealtbfnl;  as,  wbolesome  food.  AdliCK: 
ileve  Buocees.  lYangail:  Quiet  or  peaceful.  DOacli:  To  separate  or  remove;  aa,  to 
1  a  book.  EijieTuiitie:  Verj  crstlj.  i>ec«uc.' Death:  ae.a  petson'adecease.  yiitiee- 
lOUce;  as.a  noticeable  occasion.  SitepMoae;  Exciting  gnaplclon:  as,  a  auapldoaa 
araee:  A  raised  bankot  earth.  Rapping:  Making  a  number  of  quick  blows.  Lam- 
hot  a,  people;  aa.  the  Engllah  langoage.  Sehtdule :  A  list  or  Inveutory;  as.  a  scbed- 
ng:  Blndli^or  fastening  wit b  a  cord.  Vt^gar:  Low  or  mean.  Omrie:  A  way  or 
inise.    Saiarji:  Astatedallowance  paidfor  tervlcea.    Chicago:  A  city  In  tbe  United 

t— ArlthmeUc— In  solving  problems  the  processes  ehould  be  not  merely  indicated, 
L  necessary  In  aolvlng  each  problem  ahonld  be  given  In  full.  The  answer  to  each 
vindicated  by  writing  "Ana."  after  it. 
>wlng.  and  Irom  tbe  eum  subtract  32,e3S 
Iply  'A  by  36.8,  and  divide  the  product 


{h)  Who  haa  hiled  after  probation  to  receive  absolute  app<>iDtment  to  the  position 
for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration  of  hia 
probatJoaary  service, 

(i)  Who  has  made  a  false  etatement  in  his  application,  or  has  been  guilty  of  fraad 
or  deceit  in  any  manner  connected  with  hie  application  or  examination,  or  has  been 
guilty  of  crime  or  infamous  or  notoriouely  diHgraceful  conduct 

(j)  Who  hae  been  diechai^ed  for  desertion  from  the  military  or  naval  service  of 
the  United  States  under  section  1^8,  Revised  Statutes. 

POST-OFFICE  SERVICE. 

Application  Form  13TI. 

Age  limits,  18  to  45  years.  The  age  limits  are  waived,  however,  in  the  cases  of 
persons  honorably  dischai^ed  from  the  military  or  naval  servicd  byreaxono/dUabUity 
reeultii^  from  wounds  or  sickness  incurred  in  the  line  of  duty. 

Married  women  will  not  be  admitted  to  this  examination.  This  prohibition,  how- 
ever, does  not  apply  to  divorced  women  or  women  who  are  separated  from  their 
husbands  and  support  themselves. 

Applicant  for  the  Post-Office  Service  are  required  to  be  physically  sonod  and  in 
good  health .  The  Post-Office  Department  has  stated  that  no  person  who  is  defective 
in  any  of  the  following-named  particulars  will  be  appointed  in  the  Post-Office  Service: 
Hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  persons  blind  in 
one  eye;  one-armed,  one-tianded,  or  one-l^ilged  persons,  or  those  having  crippled 
arms  or  legs,  and  those  suffering  from  asthma  or  hernia.  Appljcations  from  per- 
sons who  have  any  of  the  physical  defects  mentioned  will  be  canceled  utde^  tuck 
jxr«ms  viere  hmtorably  diecharged  from  the  mUUary  or  iiaval  tervice  by  reason  of  dUa- 
bility  Te»^dting  frrnnwoundt  or  iickneMinearred  in  the  line  of  duty.  (See  paragraph  ic), 
page  1,  for  physical  defects  which  will  debar  persons  from  any  esamination. ) 

Male  appliianta  must  measure  not  lees  than  5  feet  4  inches  in  height  in  bare  feet, 
and  weigh  not  lees  tlian  125  pounds  without  overcoat  and  hat  Female  applicants 
ore  not  required  to  be  of  any  specific  height  or  weight. 

The  eecond^rade  examination  is  given  for  the  positions  of  clerk  and  carrier.  For 
description  of  examination  see  pi^es  S,  11,  and  12, 

Applicants  for  carrier  who  have  served  as  rural  letter  carrier  should  so  state  in 
their  applications,  indicating  the  length  of  time  they  have  served,  as  additional 
credit  of  1  per  cent  will  be  allowed  for  each  year's  service  as  rural  carrier,  not  to 
exceed  five  years,  the  total  average  percentage  not  to  exceed  100. 

Examinations  for  the  following  offices  will  be  held,  as  far  as  practicable,  on  the 
first  Wednesday  or  Saturday  after  the  16th  of  November  of  each  year: 

Erie,  Pa.  Norristown,  Pa."        Trenton,  N.  J". 

Franklin,  Pa.  Oil  City,  Pa.  Tyrone,  Pa.  . 

Greensburg,  Pa.  Perth  Amboy,  N.  J.    Uniontown,  Pa. 


AUentown,  Pa. 
Alloona,  Pa. 
Aabury  Park,  N.  J.  Uarrisburg,  Pa. 
Atlantic  City,  N.  J.  Johnstown,  Pa. 
Braddock,  Pa.  Lancaster,  Fa. 

Bradford,  Po.  Lebanon,  Pa. 

Camden,  N.  J.a  McKeesport,  Pa. 

Chester,  Pa." 
Easton,  Pa. 


Philadelphia,  Pa.i 
Pittsburg,  Pa. 
Pottsville,  Pa. 
Reading,  Pa. 
Scran  ton,  Pa. 


Warren,  Pa. 

Washington,  Pa. 
West  Chester,  Pa. 
Wilkes-Barre,  Pa. 
Williamsport,  Pa. 
Wilmington,  DeL 
York,  Pa. 


New  Brunswick,  N.J.  South  Bethlehem, 
Newcastle,  Pa.  Pa. 

Blank  forms  of  application  may  be  obtained  at  any  time  either  from  the  secretary, 
Third  Civil  Service  District,  Foet-Office  Building,  Philadelphia,  Po.,  or  from  the 
at  the  office  where  appointment  is  desired.    The  application  when 

a  Hald  at  PbJladelpbla. 
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(  filecl  ^pith  the  DSetrict  Bevretary  at  Pbilftdelphia  tio*  Utler  than  4-30 
1    MbvKfayin  Oetober.     Appliciitions  recetveil  afh^r  that  time  will  be 
.  Hubsequent  examination. 
img  offlcw  the  names  of  male  eligiblee  will  be  uiitenid  un  ouly  one 

the  ulerk  OT  therarriOT  regiRter,  and  male  appliiiantedirtbow  offices 
their  ajtplieatiaru  whether  they  desire  the  porition  of  r/ert  or  carrier: 
Kiteton,  !"&.  Philadelphia,  Pa.       WilliamBi>crt,  Pa. 

Erie,  Pa.  PittHbnrjj,  Pa,  Wilminflon,  Del. 

Marrieburg,  Pa.  lUtading,  Pa.  York,  Pa. 

.  J.     Johnstown,  Pa.  Scranton,  Pa. 

l^ancaeter,  Pa.  Trenton,  N.  J. 

MeKeeeport,  Pa.        Wilkes-Barre,  Pa. 

a  change  in  the  designation  of  the  position  desired  by  an  applicant 

n  writing  and  received  by  the  District  Secretary  on  or  before  the  date 
tion;  otherwise  no  change  will  be  made. 

ea^ih  male  elipble  fur  any  poBt-office  not  mentioned  in  the  preceding 
.  be  entered  on  both  the  male-clerk  register  and  the  carrier  register, 
■tiQed  in  its  order  to  vacancies  occurring  in  the  poeition  of  either  male 
:r,  without  r^ard  to  any  choice  of  podtion  expressed  by  the  eligible 
tion.  Male  eligiblee  will  be  entilled  t<i  three  ci^rtificatione  from  the 
^istar   and  three  certifications  from  the   carrier  register.      Failure  of 

one  regieter  or  declination  of  appointment  when  selected  will  not  affect 
(tanding  on  the  other  register.  Appointment  from  either  register  will 
Lt^ible'a  name  from  both  roisters. 

Office  8«rvice  appointmente  are  made  usually  to  the  position  of  subnti- 
uibstitut*  carrier.  SubstitotfiS  are  promoted  in  the  order  ot  their  oi'ig- 
lentA  to  the  first  vacancies  occurring  in  regular  positions. 
Bees  of  the  first  and  second  class  aiid  carriers  in  the  city  delivery  service 
iito  six  grades,  as  follows:  First  grade,  salary  f600;  second  grade,  salary 
rade,  salary  (900;  fourth  grade,  salary  $l,OO0i  fifth  grade,  salary  $1,100; 
salary  $1,200.  Clerks  and  carriers  at  first-class  offices  will  be  promoted 
to  the  fifth  grade,  and  clerks  and  carriers  at  second-class  officee  will  be 
ccessively  to  the  fourth  grade. 

tionsof  both  clerks  and  carriers  will  bemadeatthebeginninifof  thequar- 
;  theexpirationof  ayear'sservirein  the  next  lower  grade.  No  promotion 
e  except  upon  evidence  satisfactory  to  the  Poet-Office  Department  of  the 
id  futhfalness  of  the  employee  during  the  preceding  year.  When  a  clerk 
ila  of  promotion  because  of  unsatisfactory  service  he  may  be  promoted  at 
ng  of  the  second  quarter  thereafter,  or  of  any  subsequent  quarter,  on  evi- 
lis  record  has  been  satisfactory  during  the  intervening  period.  Clerks  and 
he  highest  grade  in  their  respective  offices  are  eligible  for  promotion  to  the 
tions  in  mi.  postroffices. 
I  is  eligible  for  transfer  to  the  service  of  a  carrier,  and  any  carrier  is  eligible 

to  the  service  of  a  clerk. 

y  employees  are  paid  for  actual  serrice  at  the  rate  of  SO  cents  an  hour.  Such 
mployesfl,  however,  are  required  towork  not  less  than  two  honrs  dfdiy  and 
as  sabstitat«s.    They  are  eligible  for  appointment  as  clerks  and  carrieni  ot 

tes  are  paiil  at  the  rate  of  30  cents  an  hour  when  serving  for  absent  clerks 
s,  and  Uiey  are  eligible  for  appointment  as  anxiliary  employees  and  as  clerks 

rs  of  the  firet  grade. 
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Examinations  for  the  following  offices  will  be  held  only  when  elig^blee  are  needed 
{due  announcement  of  which  will  be  made),  and  application  blanka  will  not  be  given 

ont  unUl  the  eiaminatioas  a 


Ambler,  Pa." 
Ashland,  Fa. 
Athens,  Pa. 
Bangor,  Pa. 
Beaverfalls,  Pa. 
Bellefonte,  Pa. 
Berwick,  Pa. 
Bethlehem,  Pa. 
Blairaville,  Pa. 
Bloom  sburg,  Pa. 
Bridgetoa,  N,  J. 
Bristol,  Pa. 
Brookville,  Pa. 
Burlington,  N.  J." 
Butler,  Pa. 
Canonsburg,  Pa. 
Cape  May,  N.  J". 
Carbondale,  Pa. 
Carlisle,  Pa. 
Carnegie,  Pa, 
Catasauqua,  Pa. 
Chambersburg,  Pa. 
Charleroi,  Pa. 
Cleardeld,  Pa. 
Coatesville,  Pa. 
Columbia,  Pa. 
Connellsville,  Pa. 
Conshohocken,  Pa," 
Corry.  Pa. 
Danville,  Pa. 


Darby,  Pa." 
Dover,  Del. 
Doyleslown,  Pa. 
Dubois,  Pa. 
Duqueene,  Pa. 
Freehold,  N.  J. 
Gettysburg,  Pa. 
Gloucester  aty, 

N.  J.o 
Greenville,  Pa, 
Grove  City,  Pa. 
Haddonfield,  N.  J.o 
Hanover,  Pa. 
Hazleton,  Pa. 
Hollidayebui^,  E^ 
Homestead,  Fa. 
Honesdale,  Pa. 
Huntuigdon,  Pa. 
Indiana,  Pa. 
Irwin,  Pa. 
Jeannette,  Fa. 
Kane,  Pa. 
Kittanning,  Pa. 
Lake  wood,  N.  J. 
Lansdowne,  Pa.^ 
Latrobe;  Pa. 
Lewisburg,  Fa. 
Lewistown,  Pa. 
Lock  haven,  Pa. 
Long  Branch,  N.  J. 


Mahanoy  City,  Pa. 
Mauch  Chunk,  Pa. 
McKeee  Rocks.  Pa. 
Meadville,  Pa. 
Mechanicsbuig,  Pa. 
Media,  Pa.« 
Merchantville,  N.  J." 
Middletown,  Pa. 
Millville,  N.  J. 
Milton,  Fa. 
Monessen,  Fa. 
Monongabela,  Pa. 
Mooreatown,  N.  J." 
Mount  Carmel,  Pa. 
Mount  Holly,  N.J.o 
Mount  Pleasant,  Pa. 
Nanticoke,  Fa. 
New  Brighton,  Pa. 
New  Kensington,  Pa. 
Ocean  City,  N.  J. 
Ocean  Grove,  N.  J. 
Philipeburg,  Pa. 
Phillipsburg,  N.  J. 
Phoenix  ville,  Pa. 
Pitlaton,  Pa. 
Plymouth,  Pa. 
Fottfltown,  Pa. 
Princeton,  N.  J. 
Punxsutawney,  Pa. 
Bedbank,  N.  J. 


St.  Marys,  Pa. 
Salem,  N.  J. 
Sayre,  Pa. 
Scottdale,  Fa. 
Sewickley,  Pa. 
Shamokin,  Pa. 
Sharon,  Pa. 
Shenandoah,  Pa. 
Shippensborp,  Pa. 
Somerset,  Pa. 
Somerville,  N.  J. 
South  Sharon,  Fa. 
Steelton,  Fa. 
Sun  bury.  Fa. 
Tamaqua,  Pa. 
Tarentum,  Pa. 
TitoBviUe,  Pa. 
Towanda,  Pa. 
Union  City,  Fa. 
Vandegrift,  Pa. 
Vineland,  N.  J. 
Washii^ton,  N.  J. 
Wayne,  Pa." 
Waynesboro,  Pa. 
Waynesbnrg,  Fa. 
Welleboro,  Pa. 
Wilmerding,  Pa. 
Woodbnry,  N.  J." 


Ct'STOM-HOUSE  SERVICE. 

Candidatea  for  appointments  in  the  customs  service  must  be  not  les  than  21  nor 
more  than  55  y6ars  of  age,  of  suitable  physical  condition,  an.ll  mentally  qualified:  IE 
otherwise  duly  qualifieil,  the  limitation  as  to  age  will  not  apply  to  honorably  dis- 
charged United  States  soldiers  or  stulors. 

There  are  three  grades  of  examinations  pven  for  positions  in  tfae  cnstom-hosse 
service.    For  description  of  examinations  see  pf^ee  9  to  15. 

The  first-grade  examination  ia  given  for  the  poaitiona  of  clerk,  day  inspector, 
storekeeper,  and  deputy  officer,  but  not  for  chief  or  prindpal  deputy  collector. 
Application  Form  1371. 

The  secoad-gtade  examination  ia  given  for  the  poaitionB  of  asiatant  wragber,  mes- 
senger, and  sampler.    Application  Form  1371. 

The  third-er»de  examination  ia  ^veo  for  the  positions  of  attendant,  clasdfied 
laborer,  foreman,  inapectreea,  janitor,  night  inspector,  porter,  and  watchman.  Appli- 
cation Form  1371. 

Hie  examination  for  opener  «nd  packer  will  conMst  of  the  third-^rade  subjects, 
with  a  weight  of  10  per  cent,  in  addition  to  ralinga  on  experience  and  ability  as  & 

o  Held  Id  PhiUdilphiL 
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■kmsn,  60  per  cent,  and  physical  condition,  30  per  rent.    Special  credit  will  be 

m  for  experience  in  opening  and  packing  general  meKhandise.     Application 

inl093. 

he  esatnination  for  boatman  will  consist  of  a  noneducational  test,  except  when 

catiooal  qualifications  are  desired.     When  these  qualifications  are  desired,  the 

mination  will  consist  of  the  subjects  of  the  third-gradeexaininatjon  with  a  weight 

10  per  cent,  in  addition  to  the  rating  on  aee,  15  per  cent;  experience,  40  per  cent, 
physical  condition,  25  per  cent.  When  no  educational  qualifications  are  desired, 
examination  will  coDsist  of  the  subjects  of  ^e,  experience,  and  physical  condi- 
.  When  a  noneducational  examination  is  aiven,  applicants  are  not  required  to 
aar  at  any  place  for  examination.     Application  Form  1093, 

11  persons  who  apply  for  the  position  of  classified  laborer  will,  if  they  so  request, 
iven  tiie  streng:th  test  now  given  to  unskilled  laborers,  which  coneistB  of  lifting 

shouldering  a  sack  weighing,  with  contents,  125  pounda.  If  they  pass  the 
agth  test  in  addition  to  the  classified  laborer  examination,  such  fact  will  be 
id  upon  the  register  aa  in  the  nature  of  a  qualification.  If  the  appointing  officer 
I  request  the  certification  from  the  classified  laborer  r^st«r  of  those  persons 
aically  qualified  tor  the  discharge  of  the  manual  labor  connected  with  the  posi- 

to  be  filled,  certification  shall  he  made  from  thoee  standing  highest  in  the  educa- 
al  examination  who  have  also  passed  the  strength  test. 

pplicants  who  desire  to  undergo  the  strei^;th  teat  will  be  informed  by  the  district 
atary  when  and  where  to  report  for  the  test. 

saminations  for  the  Philadelphia  cuatom-house  will  be  held  on  the  second  Mon- 
in  May  of  each  year.  Application  may  be  secured  from  the  Secretary,  Third 
I  Service  District,  Poet-Offlce  Building,  Philadelphia,  only  between  January  1 
the  second  Monday  in  April;  they  may  be  filed  with  such  secretary  only  daring 
fteriod. 

1  applicantwbodeeireeto  compete  for  all  the  positions  in  any  one  of  the  different 
es  of  examination  should  state  in  hie  application  merely  the  name  of  the  grade 
■ed,a8  "first  grade,"  "second  grade,"  or  "third  grade."  If,  however,  be dedree 
■mpet«  for  only  some  of  the  positions  named  under  any  grade,  and  would  not  be 
ng  to  accept  appointment  to  any  of  the  other  positions  named,  he  should  State 
8  application  only  the  position  or  positions  to  which  he  desires  appointment. 
leets  for  chaises  in  the  designations  of  the  positions  desired  by  an  applicant 
-.  be  made  in  writing  and  received  by  the  district  secretary  on  or  before  the 

of  the  examination;  otherwise  no  changes  will  be  made. 
I  application  will  be  received  for  more  than  one  grade  of  examination  to  be  held 
le  same  date  or  during  tiie  same  series, 
r  custom-houses  where  there  are  two  or  more  appointing  officers  an  eligible 

any  one  examination  will  be  entitled  to  three  considerations  for  appointment 
ich  appointing  officer,  unless  sooner  selected;  but  for  other  custom-houses  an 
>le  will  be  entitled  to  only  three  considerations.  No  eligible  will  be  considered 
ny  position  for  which  he  did  not  apply. 

aminationa  for  custom-houses  at  the  following  places  will  be  held  only  when 
>le8  are  needed  (due  annooncement  of  which  will  be  made),  and  application 
cs  will  not  be  given  out  until  extuninations  are  announced: 
dgeton,  N.  J.;  Burlington,  N.  J,;  E^  Harbor  City,  N.  J.;  Erie,  Pa.;  Perth, 
3y,  N.  J.;  Pittsbuix,  Pa-;  Somers  Point,  N.  J.;  Tnckerton,  N.  J.;  Wilmington, 

amiiiationB  for  assayer,  cashier,  chief  or  principal  deputy  collector,  deputy  naval 
r,  deputy  surveyor,  examiner,  ganger,  and  weigher  will  be  held  only  when 
lee  are  needed,  and  will  be  duly  announced  in  the  public  press, 
plicants  may  ascertain  what  positions  exist  in  any  custom-house  by  applicatiOD 
)  local  secretary  at  each  cuetom-houae,  or  to  the  district  secretary. 
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In  tbe  CaHUima  Service  women  are,  unleffi  otherwise  specified,  eligible  for  exami- 
lation  for  the  following-named  positions  only:  Deputy  collector,  deputy  surveyor, 
ilerk,  stenographer  and  typewriter,  inapectress,  and  cashier. 

INTBHNAt-BBVENUB  SERVICE. 

Applioatiou  Form  1371. 

Age  limits,  21  years  or  over. 

Eiaminations  for  the  pomtionB  of  clerk,  division  deputy  collector,  gatiger,  office 
teputy  collector,  storekeeper,  and  storekeeper ^i^r  are  held  on  the  first  Wednes- 
lay  iu  September  of  each  year,  at  the  following  places;" 

Harrisburg,  Pa.  Htteburg,  Pa.  Warren.  Pa. 

Philadelphia,  Pa.  Trenton,  N.  J.  Wilkes-Barre,  Pa. 

Application  blanks  may  be  secured  at  any  time,  either  from  the  Secretary,  Third 
Divil  Service  District,  Poat-Offlce  Building,  Philadelphia,  Pa.,  or  from  the  local  sec- 
-etaries  at  the  post-officeB  in  the  cities  named.  Applications  must  be  filed  with  the 
Mstrict  Secretary  at  Philadelphia,  Pa.,  not  later  than  4-SO  p.  in.  on  the  fint  Wednesday 
'/n  AngvA.  Applications  received  after  that  time  will  be  filed  for  the  next  subsequent 
;xamiiiatioD. 

The  deputy  collector  and  clerk  examination  will  be  iciven  for  the  positions  of 
;lerk,  office  deputy  collector,  and  division  deputy  collector,  and  applicants  for  these 
positions  should  apply  for  the  "deputy  collector  and  clerk"  examination.  The 
itorekeeper^auger  examination  wUl be  pven  for  the  poeitionsof  gauger,  ^storekeeper, 
ind  storekeeper-ganger,  and  applicants  for  these  positions  should  apply  for  the 
"storekeeper-gauger"  examination.  For  description  of  the  examinations  mentioned 
in  this  paragraph  see  page  9. 

An  applicant  may  apply  for  only  one  of  these  examinationfi  when  they  are  both 
umouuced  to  be  held  on  the  same  date. 

An  eli^ble  will  be  considered  for  appointment  only  in  the  district  in  which  he 
is  examined.  The  Department  usually  selects  for  appointment  an  eligible  who  is  a 
resident  of  the  district  in  which  the  vacancy  existe. 

For  a  copy  of  the  Gai^r's  Manual,  applicants  should  apply  to  the  Commissioner 
jf  Internal  Revenue,  Washington,  D.  0. 

The  positions  of  bonded  storekeepers  and  gaugers  whose  compensation  does  not 
jxceed  $3  per  diem  when  actually  employed,  and  whose  a^regafe  compensation 
loes  not  exceed  (500  per  annum,  are  not  subject  to  examioalion. 

Examination  for  the  position  of  messenger  is  held  only  when  eligibles  are  needed, 
uid  will  be  duly  announced  in  the  public  press. 

CUSTODIAN,  "BUBTItBASimT  AND  MINT  AND    ASSAY 
SERVICES, 

Examinations  for  these  services  will  be  held  only  when  eligibles  are  needed,  and 
applications  will  not  be  given  out  until  the  examinations  are  announced.  Due 
uinouncementof  date  and  place  of  examination  will  be  given.  The  announcements 
will  contain  information  aa  to  the  subjects  of  the  examinations. 

oAe  internal-TeveDue  positione  In  Setttware  are  under  the  Interaal  Revenue  District  of  Jlatyland, 
vlUi  lieuliiiiaiteia  M  BoltiiDore,  MipUoante  lor  nicta  poaitioDi  thonM  addreM  Iha  BecseMc; ,  foarth 
Civil  Bervlce  District,  Waabiugton,  D.  C. 
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GENERAL  INFORMATIOTf. 

any  applicants  fail  to  properly  esecut«  their  applicatione  or  fail  in  the  k 

j,  not  through  a  lack  of  knowledge,  but  largely  through  haat«  and  carelesanesa 

tading  and  interpreting  questions  and  in  writing  the  answerfi.     Great  care  should 

lerciSed  in  completing  the  application  to  see  that  every  requirement  hae  been 

'  complied  with.    In  the  examinations,  while  competitors  mnst  complete  their 

:  within  a  prescribed  time,  it  is  ample  for  the  careful  consideration  of  every 

tion  given. 

ler  geeUons  B3ff8,  MIS,  and  MIS,  Revised  SUtntea  of  Uie  VtUted  Slate*,  any  bilse 

ment  In  an  appllcadon,  alteration  of  a  voDcher  or  certificate,  or  the  presentation 

e  CommlHlon  or  an;  sncli  paper,  )«  a  ilalaUon  of  the  law.    A  nomber  of  conric- 

e  Commisaion  is  not  responsible  for  delay  in  the  receipt  of  applications.  Appli- 
ns  sent  by  mail  are  not  received  unless  postage  is  fully  prepaid.  Mailii^  an 
cation  is  not  filing  it,  and  applications,  whether  sent  by  mail  or  otherwise,  are 
ccepted  unless  actually  received  by  the  district  eeeretary  within  the  time  limit 
ribed  for  the  examination  desired. 

^aouB  who  have  applied  for  an  examination  or  who  have  passed  an  examination 
d  keep  the  district  secretary  informed  of  any  change  of  post-office  address. 
re  to  do  so  will  be  treated  as  the  fault  of  the  applicant  or  eligible.  A  request  to 
an  address  changed  should  always  be  made  by  letter,  which  ehould  relate  only 
;  change  in  address  and  should  always  indicate  the  kind  of  examination  taken, 
verage  attained,  and,  if  educational,  the  place  and  date. 

jtions  are  prepared  and  all  papers  are  rated  by  the  Civil  Serv- 
I,  Washington,  D.  C.  The  results  of  examinations  are  determined  as 
ptly  as  possible,  and  competitors  are  notified  of  their  averages  as  soon  as  the 
;  of  their  papers  is  completed.  Nothing  can  be  gained  by  writing  to  either  the 
'A  secretary  or  the  Commission  to  expedite  the  rating. 

3r  the  papers  of  an  examination  have  been  rated,  the  names  of  the  eligiblee  are 
jd  on  the  register  in  the  order  of  the  avers^e  obtained  by  each.  An  average 
itage  of  70  is  reqaired  in  order  to  become  eligible,  except  in  cases  of  persons 
ably  discharged  from  the  United  States  military  or  naval  service /or  dimbility 
ed  in  th^  line  of  duty.  The  names  of  such  persons,  whose  claims  for  preference 
been  allowed  by  the  Civil  Service  Commisaion,  and  who  obtain  an  average 
itage  of  65,  will  be  placed  at  the  head  of  the  eligible  register. 
en  a  vacancy  is  to  be  filled  the  highest  three  names  on  the  register  tw«  con- 
d  by  the  nominating  officer,  and  from  these  three  a  selection  is  made.  The 
:  not  selected  are  considered  again  until  each  name  hms  been  considered  three 
The  period  of  eligibility  is  one  year  from  the  date  the  name  is  entered  on  the 

ry  appointment  is  made  for  a  probationary  period  of  six  months,  at  the  end  of 
time  if  the  appointee  is  retained  in  the  service  such  retention  is  equivalent  to 

solute  appointment  In  the  Poat-Offlce  Service  the  six  months'  probationary 
begins  from  the  date  of  appointment  as  regular  clerk  or  carrier  and  not  from 

to  of  appointment  as  substitute. 

CIVIL-SERVICE  SCHOOI.S  AMD  INSTITUTES. 

Oommiaaion  has  no  connection  with  any  civil-service  school  or  institute  doing 
as  by  cmrreepondence  or  otherwise,  and  has  no  information  to  furnish  in 
to  each..  Thpir  representatives  are  not  permitted  to  inspect  the  examination 
of  cx>nipetitora.  Anthentic  information  in  r^iard  to  examinations  may  be 
)A  only  from  the  United  States  Civil  Service  Commis^on,  and  without  cost 
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INTOBMATION  COMCEBNING  OTHER  *«EKVICES. 

anual  of  examinaUons  ia  ieaued  by  the  Uiuted  States  Civil  Service  CommiseiDii 
uary  and  Joly  of  each  year,  which  contains  full  information  concerning  the 
r  spring  and  fall  examinatione  for  positions  in  the  Departmental,  Indian,  Rail- 
lail,  Government  Printing,  Philippine,  Isthmian  Canal,  and  other  services. 
y  of  the  manual  may  be  had  by  addressing  the  United  States  Civil  Service 
~  I.  D.  C. 


ENOGRAPHEB  AND  TYPEWRITER  (ALL  SERVICEe).  . 

Fin 

/  one  examination  is  held  for  the  position  of  stenographer  and-  typewriter  in 
inches  of  the  Federal  service,  and  eligiblee  are  certified  to  vacancies  in  the 
unents  in  Washington  or  in  the  local  offices  in  the  vicinity  of  their  places  of  

rmation  concerning  this  examination  may  be  obtained  from  the  Unite<)  States 
lervice  Commission,  Washington,  D.  C. 

2.  AH 
aPa 
4.M 

5,  to 

licants  for  positions  in  the  uechanical  trades  or  for  other  nonedncational  posi-  &  ^ 

n  the  Qnarlermaster's  Department  at  Lai^  in  the  States  of  Pennsylvania  and 
are  should  \s'rite  to  the  district  secretary  at  Philadelphia,  Pa.,  for  special  cir- 
esued  for  that  department 


comj 
probJ 
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DBSCRrPTION  OF  EXAMINATIONS. 

P09T-0PPICB  AND  CUSTOM-HOUSE. 


nSjCrtl' 

Seoond  grade. 

Thlrf  grade;  ciutoi 

ID9 

Customs  Benice. 

Poslsl  service." 
(Time  allowed,*!  hoots.) 

hoon.) 

»- 

y 
If 

SubjeoW. 

II 

Subjeete. 

If 

anbjecto. 

Ss 

^ 

QYeiSoD    Of' 

Total 

10 
30 

100 

1.  SpellfDg 

a.  Arithmetic...^ 
8.  Letter  WTltiDK.. 
4.  Penmanahlp.... 

Total 

20 
30 

1.  Speiu^.^ 

s!  Letter  witUnglJ 
8.  Copying    from 

Total 

10 
10 

iSSa.::::: 

S.  Letter  wiltiiig.. 

S.  Coprlng     from 
plain  copy.... 

20 
20 

loo 

Is  given  for  podtioiii  o[  both  clerk  and  carrier  In  post-offioes. 
INTBBNAi  REVSXVK. 


Depnty  collector  and  clerk. 
(Time  allowed,  f>  bODiB.) 

(Time  alloired^ll'SS^) 

Snbjectg. 

Relative 

welghtt. 

Subjects. 

sje 

2ft 

S 

10 

Arlhm  « 

2.  Letter  writing  (second  grade) 

100 

.he  deputy  collector  and  clerk  examination  the  spelling  test  Ib  of  about  the 
de^ee  of  difficulty  as  that  for  first  grade.  The  second  subject,  arithmetic, 
iees  fundamental  operations,  common  and  decimal  fractions,  and  practical 
me  in  the  elements  of  percentage  and  menauration.  This  enbject  is  of  appros- 
y  the  same  d^ree  of  difficulty  as  the  first-grade  arithmetic  in  the  custom- 
examinatioD,  but  the  questions  relate  more  particularly  to  problems  which 
rise  in  the  internal-revenue  service.  The  teet  in  elements  of  accounts  is 
'  to  the  fifth  problem  in  first-grade  arithmetic, 
le  storekeeper-ganger  examination  the  subject  of  arithmetic  comprises  funda- 

operations,  common  and  decimal  fractions,  and  practical  problems  in  the 
ts  of  mensuration.  This  subject  is  of  approximately  the  same  degree  of  diffi- 
3  the  aecond-gnde  arithmetic  in  the  cnstom-honse  examination,  but  the  quee- 
tlate  more  particularly  to  probleme  which  may  arise  in  the  internal-revenue 
The  copying  exercise  consista  of  a  test  in  copjring  figures  arranged  in  the 

a  table,  and  also  a  few  printed  lines. 


(8) 
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SPECIMEN  QUESTIONS. 

FIBST-ORADB  EXAMINATION. 

1.  Spblling:  Twenty  words  of  more  than  average  difficulty.  2.  Arithmstic: 
Fundamental  mlee,  fracliona,  percentage,  intereet,  discount,  analysia,  and  statement 
of  simple  accounts.  3.  Pbhhanship:  Marked  on  I^ibility,  rapidity,  neatness,  and 
general  appearance.    4.  Lbtteb  warnNo:  Test  in  the  use  of  the  Englieh  language 

for  bueinees  correspondence.  5,  Conykhbion  of  ouhebncy;  Tests  in  the  conversion 
of  English,  French,  German,  or  Spanish  currency  into  United  States  currency.  6. 
Geoqrafhy:  Questions  relatii^  to  the  boundaries  of  States  and  to  capitals,  largest 
cities,  rivers  and  other  bodies  of  water,  and  the  location  by  States  and  foreign  coim- 
triea  of  prominent  cities. 

The  following  queistions  and  tests,  which  have  been  used,  indicate  the  general 
character  of  .these  subjects: 

First  Sii^ect--Speiiiiig:.— SpelllQs  is  dictated  by  the  epunlnec.  The  woidB  ate  written  by  the 
competitor  In  the  blimk  Bpacea  Indicated  on  the  flist  sheet  of  tbe  examination.  All  fforda  should  be 
commenced  with  capital  letters.  The  examiner  pronounces  each  vord  and  glvea  Ita  defloItloD. 
The  competitor  Is  required  to  write  only  the  word  and  not  Its  definition. 

Oylindtr:  A  long,  rouQd  body.  Promueory:  Containing  a  promise;  as,  a  promissory  note.  EttmHal; 
Necessary  or  indispensable.  Diiaemililc:  Apparent  or  vlaible.  Opporfunlty.'  A  fit  or  convenient  time. 
i)«cdtf^' I'^lseortricky.  D^erence:  Beepect  or  regard.  JhwHon.-Tbeactof  pladnglniaa.theinser- 
tioii  of  an  adTertlsement.  FadXtaie:  To  make  easy;  as,  to  facilitate  btUlneBS.  SclteTtectadu;  A.  city 
ol  the  United  States.  Adjacmt  Lying  near  or  bordering  on.  Souvenir:  Ji  tokea  of  remeMbnnoe, 
Oanctding:  Yleldlngorglvlngup;  as,  conceding  a  point.  lAjteagt:  Lloeoi  descentoranceetty;  as,of 
royal  lineage.  Deleteriaui:  Harmful  or  Injurious;  as,  deleterious  to  beoltfa.  Barinontal:  On  a  level. 
I^Urimon]/:  An  estate  inherited  from  one's  father,  Caiificale:  A  written  testimony;  as,  a  marriage 
certificate.    Saervoir;  A  place  of  storage;  as,  a  water  reservoir.    PrivOegt:  X  right;  as.  the  prlrilege 

Second  SnltJect—ATlUunetlo.— In  BOlTlng  problems  the  processea  sliould  be  not  merely  Indicated, 
but  all  Che  Bgares  neceasory  in  aolvlng  each  problem  should  be  given  In  full.  The  answer  to  each 
problem  should  be  Indicated  by  writing  "Ans."  after  it. 

1.  This  question  comprises  a  teat  In  adding  numbers  croeswlse  and  lengthwise.  There  are  usually 
three  columns  of  about  twelve  numbers  each  te  be  added.  Z,  IXvlde  ITjV  by  Tj,  multiply  the  quo- 
tleol  by  31,  and  to  the  product  add  atWJT  of  ZH.6.  3.  A  father  Inverted  a  sufficient  sum  of  money  in 
Uaasachusetts&'Bat  971.  brokerage  1  percent,  to  give  his  eon  an  annual  Income  of  tl,200.  What  was 
the  sum  InyeeledT  4.  The  appropriation  for  the  Civil  Service  Commission  for  tbe  fiscal  year  ended 
June  30,  1897,  was  (98,340,  During  that  year  60,000  persons  were  eiarolned.  U  S4  per  cent  ot  this 
number  failed  to  pass,'  and  17t  per  cent  of  those  who  passed  were  appointed,  what  was  the  average 
cost  to  Uie  Oovemment  of  each  appointment?  S.  On  April  1.  1904,  Amos  Ward  oved  Graves  & 
Coon  SeS.eO  on  acranint.  April  4,  he  sold  them  68  barrels  potatoes  at  K.TB  per  barrel.  April  6,  he 
gave  them  a  draft  Dpon  San  Fianclsco  for  tl,B6a,  whloh  they  accepted  at  i  per  cent  discount.  April 
9,  they  sold  Ward  894  bushels  com  at  S8|  cents  per  bushel.  April  16,  they  bought  of  him  3,960  feet 
lumber  at  ll.M  per  hundred  feet.  ApiillO,  they  sold  Tilin  B*tdoien  chairs  at  90  cents  each.  April  21, 
Ward  bought  of  them  1,260  eggs  at  14  cents  perdoien.  April  2S,  he  gave  them  a  note  for  11.820  dne 
h]  60  days.  April  29,  he  bought  ot  them  2,980  pounds  hay  at  SIB  a  ten.  Uake  an  itemized  statement 
of  the  above  account  as  It  should  appear  taken  from  the  books  of  Ward;  make  a  proper  heading; 
close  tbe  account,  and  bring  down  the  balance  as  It  sbould  have  appeared  May  1, 1904. 

Ttiird  Sotdeot— Peiiiiii»islilp.-~'The  rating  on  penmanship  will  be  determined  by  legibility, 
rapidity,  neatness,  and  general  appearance,  and  by  correctness  and  unttoimlty  in  the  formation  of 
words,  letters,  and  punctuation  marks,  In  the  exercise  of  the  loorth  subject— letter  writing.  No 
particular  style  ol  penmanship  Is  preferred. 

Fourtli  SattJeot— Letter  Wrltliiv.--Tbe  competitor  Is  permitted  te  write  on  either  one  oC  two 
subjects  given.  The  following  subject  has  been  nsed :  Write  a  letter  ol  not  less  than  160  words,  giving 
your  views  as  te  the  advantages  and  disadvantages  ot  employment  in  the  departmental  service  In 
Washington. 

This  exercise  is  designed  to  tert  tbe  competlloc's  knowledge  ol  simple  English  composition  and  his 
general  Intelligence.  In  rating  the  letter,  its  errors  in  form  and  address,  In  spellltig.  capitalisation, 
punctuation,  syntax,  and  style,  and  its  treatment  ol  the  subject,  are  considered. 

VUth  gnhJeot — CoQverslon  or  Cnrreney.— The  competlWr  is  required  to  extend  the  entries  eo  as 
to  show  In  foreign  money  and  In  United  States  money  tbe  total  cost  ol  each  item  aod  the  totel 
amonnt  in  United  Slates  money.   The  work  is  to  be  done  on  scratch  paper  and  need  not  be  shown 
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No. !.     (FftlNCH  iBYOici;.) 
dOMD-lgm-.] 

money. 

United  Slates 

Pnuiee. 

Doll,. 

Cta. 

fimnca  W  oen- 

: 1 

No.  2.    (GKm(*ir  Iwvoici.) 
[I  BiBrk-tO.ZBS;  I  loa-2,24D  Ibe.) 

°^^" 

United  at«te» 
money. 

Harks. 

Doll*. 

CC& 

%T20]Maada  cement,  at  48  niBrba  per  ton,  I««a  6  pa 
190  plMei  ot  pl«t«  glus.  27  by  «8  InchCB,  at  9  malts 

cent 

per  square  toot. 

1>  teat  oomprieee  oanvenloa  of  Bogliih  and  eltlier  French.  Geiman.  Ilaltan,  oi 

liled  SIMea  currency. 

Ml  Smbioot — Owtci's^ij. — N.  B.— Competitors  are  cautioned  not  to  eiooed 

e  yueatlonsin  their  anairers,  as  no  credit  will  be  given  for  additional  infcnnatlon. 

Name  States  as  follows:  Two  that  border  on  the  Columbia  River:  two  tbat  iMrder  on  both  the 

)url  and  MtsalHlppI  riyacs;  two  that  bonier  on  both  Virginia  and  the  Ohio  River;  two  that  boF- 

in  New  Jersey;  two  that  border  on  the  Barannah  River,    a.  In  what  State  la  each  of  the  tollow- 

i&med:  renobaoot  Bay,  Corpus  Christl  Bay,  Puget  Bound.  Pearl  River.  Oneida  Lake.    3.  Name 

Argeet  city  in  each  of  the  following-named  States,  and  name  the  river  or  body  of  water  on  which 

city  required  Is  situated:  Conuectlcut.  Mlnlsslppl.  Nebraska,  HInaeeota,  Ohio.  4.  In  what 
iia  each  of  the  fullowlug-nuaed  promlueni  cities  located:  Radne,  Bangor.  Allegheny.  Charlotte, 
>,  Loa  Angeles,  Shreveport,  Faigo,  Evansvllle,  Ogdensburg.  S,  In  what  foreign  country,  colony, 
lesesslDn  Is  each  of  the  following-named  prominent  cities:  Bremen,  Buenoe  Ayres,  Yokohama, 

Town,  Havre,  Uelboume,  Adrianople,  Ottawn,  Teheran,  Panama. 

SSCOIfD-ORASE  EXAMINATION. 

.  Spbllinq:  Twenty  worda  of  Bverage  difficulty  in  common  use.  3,  ABiTBuenc: 
braces  addition,  aubtraction,  mtilljplicatioii,  and  division  of  whole  numbers,  and 
mon  and  dedmal fractions.  3.  Letter  writinq:  Test  in  theuse  of  tlie  English 
niage  for  businesa  correspondence.  4.  PENXANanip:  Marked  on  legibility,  rapid- 
neatneea,  and  general  appearance.  5.  Copvino  fhom  plain  copy:  An  exact  copy 
few  printed  lines,  in  competitor's  handwriting.  6.  Geooraphv:  Questions  relat- 
to  the  boundaries  of  States,  and  to  capitals,  lai^est  citisA,  rivers  and  other  bodice 
ater,  and  the  location  by  States  of  prominent  dtiea. 

!ie  following  questions  and  tests,  which  have  been  used,  indicate  the  general 
"acter  of  these  subjects: 

rst  Sntdect— Spelling:.— Spelling  la  dictated  by  the  examiner.  The  wonlB  are  written  by  the 
>ctitor  In  thp  blank  spaces  Indicated  on  the  firat  sheet  of  the  examination.  All  words  should  be 
nenced  with  capital  letters.  The  examiner  pronounces  each  word  and  gives  Itsdeflnition.  The 
)etltor  Is  required  lo  write  only  the  word,  and  not  lis  definition. 

//onuni;  One  who  opposes;  as,  a  political  opponent.  Pmidmt:  The  Chief  Executive  of  the 
•id  States.  Qm^uero'-:  One  who  conquers.  Whoiiaome:  Healthful;  as,  wholesome  food.  Achtevt: 
iln;  as.  to  achieve  success.  TVonfutJ.-  Quiet  or  peacelul.  DOacli:  To  separate  or  remove:  as,  to 
*  a  leaf  from  a  book,    iitpenrtce.- Very  costly.    D«ea*e.-  Death;  as.  a  person's  decease.    Notice- 

Worthy  of  notice;  as,  a  noticeable  occasion.  Suiplrloat ;  Exciting  suspicion;  as,  a  suspfclous 
mslance.  Taraoe:  A  raised  bank  of  earth.  Rapptag:  Makings  number  of  quick  blows.  Lan- 
;.-  The  speech  ot  a  people;  as,  the  English  language.  S^tdule:  A  list  or  inventory;  as,  asched- 
f  prices.     Tubig:  Binding  or  fastening  with  a  cord.     Vi^gar:  Low  or  mean.     Oaarie:  A  way  or 

:  BS.  a  race  course.    Salarg :  A  stated  allowance  paid  tor  services.    Chieago .-  A  city  in  the  0nlted 

»nd  Snl)leot— AtiUimetlc.— In  sol  vlng  problems  the  processes  should  be  not  merely  Indicated, 
II  the  figures  nececsary  In  solving  each  problem  should  be  given  In  lull.  The  answer  to  each 
lem  should  be  indicate  by  writing  "Ans."  after  It. 

Add  the  following,  and  liom  the  sum  subtract  B2,886,e9S  (here  will  be  given  a  short  oolumn  of 
es).    fl.  Unltiply  7A  by  se.8,  and  divide  the  product  by  l.«2.   Solve  by  decimals.    3.  A  carrier 


,GooqIc 


12 

can  uwrt  43  lelten  or  ST  pitpen  In  a  mlnuM,  At  Ihlti  »t«,  bow  many  boara  nlll  It  take  him  to 
iuMorta,6l»letl4)ni»ndlMpound«o(p«pe™,aTe™ging7pape™to  theponnd?  4.  A  lot  which  wu  53 
Iwl  wMd  anil  ISO  feet  long  told  for  K.MT.M,  which  ws«  one-fourth  more  than  It  coat.  What  was  (he 
inut  iHT  iHiuare  foot?  If.  In  a  certain  mall  tbere  are  294  pounds  14  ounces  of  aewapapers  weighing  at 
ihe  niio  of!  paper"  toe»ery7  ounceB,    How  many  papenaie  therein  the  mallT    16  ounces -Ipoand. 

Third  Nti^«ct~l,ett«r  Wrltlna;.— The  competitor  la  permitted  to  write  on  either  one  of  two  eub- 
Jocta given.   The  following  tub] ect  hu  been  UMd: 

Write  a  letter  of  not  leaa  than  126  worda  giving  your  views  aa  to  the  advantages  derived  from  free 
public  llbrarle*  In  Ihe  principal  cities  of  your  State.  Thia  exercise  la  designed  chiefly  to  (eat  the 
cnmpvtltor'a  skill  In  simple  English  <«nipoaltlan.  In  rating  the  letter  Its  erron  In  form  and  address. 
In  Hpelling,  capital  I  laiiou,  punctuation,  syntax,  and  style,  and  Ita  adherence  lo  the  sub)ec^  will  be 
riinaldcrcd. 

Kuurth  NntiJeot-'Peniiunahlp.— The  rating  on  penmansblp  will  be  determined  by  l%ibllity, 
rapidity,  nuatnexa,  and  general  appearance,  and  by  correctness  and  unlformlt;  in  the  formation  of 
words,  iBltera,  and  punctuation  marka  In  the  exercise  ol  the  subject  o(  copying  from  plain  copy.  No 
particular  stylo  ol  penmanpthlp  la  preferred. 

Fifth  Hubjeot — CnpylnKlromPIalnCopy.—N.B,— Paragraph,  spell, capitalize,  and  punctuate pre- 
dauiy  as  In  copy.    Ail  omissions  and  mlatakea  will  be  taken  into  conalderation  In  rating  tble  subject. 

Ilt<lkeaa  e:iaclwrUfen  copy  of  thtfoVowing: 

No  recommendation  of  an  uppllcani,  competitor,  or  eligible  Involving  any  disclosure  of  his  polit- 
ical or  religions  opinions  or  affiliation  shall  be  received,  filed,  or  considered  by  the  Commisaioo  by 
any  board  of  oiamlnoiB,orbynny  nominating  or  appointing  officer.  In  making  removals  or  reduc- 
tiouH,  or  In  Impoalng  punlahment  lor  delinquency  or  misconduct,  penalties  like  In  character  shall  be 
linpoaud  for  like  offenaes,  and  action  thereupon  shall  be  taken  Irrespective  of  the  political  or  cellg- 
louBoplnlonaiirafflllatlonaof  theoflenders.  A  perann  holding  a  position  on  the  dale  said  poaillon 
In  claasined  under  the  clvll-setvlce  act  shall  be  entitled  to  all  the  rights  and  benefits  possessed  by 
permiiKoftlio  mme  clan  or  grade  appointed  upon  examination  under  the  provisions  of  said  act, 

Hlxtli  Siil(]BUl~Oeiigr»phy.— Questions  are  similar  to  those  shown  under  first  grade,  except  that 
no  quealloUB  relating  to  foreign  cities  are  Included. 

Heventh  SuUleut— Beading  Addresses  (PoatAl),— This  exercise  consists  of  the  reading  of  a 
number  of  written  addreaaca,  which  are  pholollthografjhed  on  one  sheet,  A  second  sheet  is  fur- 
nlilied.  whloh  contains  the  same  addresses,  these  addresses  being  printed  and  containing  errors  of 
omlBlon,  HUbHlltutlon.  or  Insertion,    The  competitor  Is  required  to  Indicate  the  errors  in  each  printed 

addrras  by  underscoring  with  a  pencil,  Cbu>, ,  any  portion  of  a  printed  address  which  Is  not  a 

correct  copy  of  the  written  address,  and  by  a  carel,  thus.  A  ,  any  omitted  words,  figures,  or  initials. 
Words  abbreviated  In  the  written  address  but  printed  In  full  In  the  printed  address  are  regarded  as 
correct  it  the  correct  woids  are  printed,  Dlllerencesln  punctuation  orcapltallzationare  not  regarded 
tM  errors.    Tho  time  allowed  will  be  limited,  and  the  rating  will  be  determined  on  accuracy  only. 

The  following  are  lllustmtlonn  of  the  method  which  should  be  pursued  In  Indicating  errors: 

WRITTKN  ADDRESS-CORBECT, 
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WRITTEN  ADDRESS— CORRKCT. 


PRINTED  ADDRESB-WITH  ERRORS  NOTBD. 


gprt  TbompBon.  I 


n  Connty,  AUbam*. 


THIRD -GRADE  EXAMINATION. 
1.  Sfeluho:  Twenty  simple  words  in  ordinary  uee.  3.  ARTTHMEnc;  '. 
(Idition,  HUbb&ctian,  multiplication,  and  division  of  whole  numbers  and  of  United 
tatea  money.  3.  Lsttbr  wbitihg:  Test  in  the  use  of  the  English  langu^e  for 
□siness  coneepondeDce.  4.  Pbnuanship;  Marked  on  legibility,  rapidity,  ne&tness, 
nd  general  appearance.  S.  Copying  from  plain  copy:  An  exact  copy  of  a  few 
rinted  lines,  in  competitor's  handwriting. 

The  following  questions  and  teeta,  which  have  been  nsed,  indicate  the  general 
jaracter  of  these  subjects: 

First  Siil)]e<it~8pelling Spelling  la  dictated  by  the  eiamloer.    The  vonlB  are  written  by  the 

tQpctlloi  in  the  blank  Bpaces  indicated  on  the  fint  sheet  of  the  examination.  All  votds  should  be 
mmenced  with  capital  letters.  The  examiner  pToaonnces  each  word  and  gives  lU  definition.  The 
mpetitor  la  required  to  write  only  the  word  and  not  iu  deflnillon. 

Sugar:  A  Hweet  BubalaDce  made  from  the  J  uice  ol  the  Hugar  cane.  Ftedge:  Something  given  aa 
urity.  Oahier:  One  who  has  charge  ol  money  In  a  bank.  Pignre:  A  mark  representing  a  num- 
-.  Carrying:  Conveying  or  traoBportlng  in  any  way.  BTeaMh:  The  measure  from  elde  to  Bide. 
tt:  The  amODDt  of  paper  made  in  one  body  or  piece;  as,  a  sheet  of  paper.  Eatliy:  In  an  eaByman- 
.  FrontieT:  The  border  or  tlmlla  o(  a  country.  Paiii^KCe:  The  eute  OT  quality  ol  being  patient. 
•et:  The  act  ol  gnesfling:  aa,  lo  gneaa  at  one's  weight.  Threat:  The  act  ol  threatening;  aa,  to  mate 
ireat.  IHamimd:  A  precious  gem.  VML  To  go  to  see;  as,  to  visit  a  friend.  Repair:  To  mend  or 
le  over;  aa.  to  repair  clothea.  People:  The  body  of  persons  composing  a  nation:  aa,  the  American 
pie.  Se^ire:  To  be  !□  need  of :  as.  to  require  money.  Qreate:  Soft  animal  [at.  Arvnoer:  To  reply 
IS,  to  answer  a  letter.    £ri«(,-  To  live;  as,  (o  exist  in  poverty. 

econd  BnhJeot— Aiithinetlc.— In  solving  probtems  the  processes  sbould  be  not  merely  lodl- 
d,  but  all  the  figures  necessary  in  solving  each  problem  sboald  be  given  In  full.  The  answer  to 
problem  should  be  indicated  by  writing  "Ans."  after  it. 

(This  question  will  consist  of  a  short  column  ol  flgures  to  be  added.)  9.  Divide  2,408,688  by 
,  8.  HulUpty  S,613  by  608,  and  then  subtract  »8,7«.  4.  A  merchant,  who  spent  tZ2S,  bought  A& 
ds  of  butter  at  30  cents  per  pound,  34  barrels  of  appleeat  12.35  per  baiiel,  and  spent  the  lemaluder 
>ffee.  How  machdld  he  spend  for  coSee?  A.  Dnring  the  month  ol  August  45O.0D0  busbeli of 
,t  were  shipped  from  a  ceriain  port.  During  September  87,960  more  bushela  were  shipped  than 
g  August.  What  was  the  total  number  of  bushels  shipped  In  the  two  moatbs7 
!rd  SottfBot— letter  Writing,—The  competitor  Is  permitted  to  write  on  either  one  of  two  sub- 
Xtvea.    The  following  subject  has  been  used: 

te  a  letter  containing  not  lesa  than  100  words  I'tstlng  some  of  the  advantages  now  deifred  bjr 
tnd  from  the  ait  of  printing.  Thia  eiereise  Is  designed  chiefly  to  test  the  competitor'B  aUll 
gple  T'^ff"'*'  composltlan.  In  rating  the  letter,  ila  errocs  in  form  and  address.  In  spelling,  oapi- 
toa,  punctuation,  syntax,  and  style,  and  its  adherence  to  the  sublect.  wilt  tie  considered. 
Mil  Sabilect— PenmanaUp.— The  istlog  on  penmanship  will  be  determined  by  legtblUty, 
W,  neatness,  and  general  appearance,  and  by  conectness  aud  unUOcmity  in  the  formation  of 
{lettera.  and  punctiutlon  maiks  In  the  exerdse  of  the  flfth  subject— copying  from  plain  cop]', 
ttcolar  style  of  penmanship  la  prelened. 

iDlJeot— CopylDC  from  Plain  Copy.— N.  B.— Paragraph,  spell,  capitalize,  and  punctuate 
y  aa  In  tbe  copy.    All  ominlons  and  mistakes  will  be  taken  into  constderation  in  rating  this 


....,1c 


an  tract  written  copy  qf  the  foUowtng: 

r^Mnt  postal  policy  la  to  carry  Dewapapeni  Id  some  cases  free,  and  In  all  othei  cuiee  at  much 
lies  of  postage  than  la  eharsed  for  letteis;  tbe  Doe  being  for  the  public  weal,  nhile  the  other 
ivate  benefit.  If  tbe  telegraph  becomes  a  part  of  the  service  It  nlll  still  be  the  daty  of  Ibe 
oent  to  iTBiiaijilt  telt^rajaa  fnr  the  prcflH  at  macb  lower  rates  than  for  private  indlTldtuls. 

DP  OirriiENE  OF  THE  ItUIiES  FOR  BATING  BXAM- 
4T10N  PAPERS— POST-OFFICE,  CUSTOM- HOTTHE,  AND 
rERNAL-RBTBNUE  SEHTICE. 

oon  ae  practicable  after  an  examination,  the  papers  of  the  competitors  are  nkted 
le  average  percentage  of  each  aecwtained,  and  competitors  notified  whether 
lase  or  fait.    The  following  is  a  brief  outline  of  the  rales  for  rating: 


wihemrln  spelling  wheo  the  exercise  consists  of  20  words 

iBch  error  In  capltallaiaon 

sch  failnre  to  u»  or  Cor  each  wrong  tise  of  the  hyphen  and  for  each  ImpToperd 
D  of  a  word  lnt«  a  compound  word  wbeu  required  (o  be  written  solid 


Ach  wrong  process,  producing  Incorrect  reenlt.  In  proportion  to  the  nnmberot  steps 

'olved  and  gravity  of  error 1 

lecimal  error  and  foreech  evasion  of  a  decimal  or  common  fraction  test 

^ach  error  In  computation  or  In  copying  from  the  printed  queetioTi  or  from  work  . . , . 
Dinor  enors.  such  as  wrong  Indication  of  a  correct  prosea.  Incorrect  or  Inconsistent 
DctuatioTi,  Improper  use  of  symbols  ol  designation,  improper  or  incorrect  detfgua- 

DOf  a  partial  or  final  result,  etc 

allure  to  show  work  ns  required  In  solution  ol  problems 


ting  the  letter,  its  errors  in  form  and  address,  in  spelling,  capitalization,  punctuation,  syntai 
le,  and  Its  adherence  to  and  treatment  of  tbe  subject  given,  are  considered,  and  Its  value,  in 
gment  of  the  eiamlnera,  determined  on  a  scale  of  100. 

termlning  the  moik  for  letter  wilting  It  Is  proper  lor  the  exajniner  to  be  guided  in  a  general 
the  following  scheme:  Excellent,  95  to  90;  good,  90  to  80;  fair,  SO  to  TO;  ordinary,  TO  to  «0;  poor, 
;  very  poor,  50  to  25;  practically  worthier,  25  to  0. 


lanslilp  is  rated  aooordlng  to  Its  value  on  a  scale  ol  100.  in  determining  the  rating,  legibility, 
f.  neatnea,  and  general  appearance,  as  well  as  correcUiees  and  nnilormlty  in  the  termation  oi 
letters,  and  punetoatlon  marks,  are  considered,  and  It  is  pntptt  for  examiners  to  be  guided  in 
lal  way  by  the  following  scheme:  Excellent.  90  to  85;  very  good,  SStoSO;  good,  80toTE>:  ordi- 
Blo  JO;  poor,  70  to  66;  very  poor,  86  to  BO;  below  the  grade  of  "very  poor."  50  to  10. 


FromlOO 
dednct— 

wch  word  or  figure  omitted,  repeatod.  suhstltnted,  or  Impraperiy  Inserted B 

each  error  In  spelling,  lor  each  transpodtlon.  for  each  abbrevlathHt  not  In  tlie  copy,  for 
i;h  faDure  to  capitalize  acoordlng  to  copy,  for  each  failure  to  punctuate  according  to  copy, 
'  each  lollnre  to  Indent  margin  as  In  Copy,  lor  each  error  in  parafraphlng,  and  tor  Irregn- 

Ityln  left-band  margin 5 

sach  mtsdlTMon  of  a  word  at  tbe  end  oi  a  line,  lor  each  omission  or  Improper  nn  of  the 
phen  in  dividing  a  woid  at  the  end  of  a  line,  for  eaeb  woid  alterad,  Int^ined.  or  cul- 
led, for  each  blot  or  minor  erasure.  If  notncKt 1 

any  other  deviation  from  copy  not  covered  by  tbe  foregoing,  charges  are  made  in  the 
icretlon  of  the  examiners. 


JLBS   FOB  KATITJG  OBOOEAPHV. 

sr  Is  niwd  In  the  Judgment  of  the  ci 


n  according  to  lis  ralaa 


.  the  qnatton  nqnliea  in  the  answer  a  specified  number  ol  Stales,  countries,  dues,  rirera.  oi 
if  wM«i9,etc.,Bnd  the  aDBwer  contains  a  greater  nnmber  tbah  is  required  by  the  question,  na 
hsU  be  giren  lor  the  aaawer  if  any  part  or  point  Is  incorrect,  thus  rendering  the  ansrei 


a  subject  is  for  accuracy  onl]/.  A  charge  of  2  is  made  for  each  error  or  omission  In 
lu  the  printed  sheet  when  compared  with  Ihe  correct  written  addresses  given, 
reen  (he  sum  of  the  errors  thus  found  and  100  is  the  ratlug  on  this  subject. 


I  of  70  will  be  given  if  the  examination  ta  completed  In  the  maximum  timeol  flve  I 
For  each  interral  of  five  mlnulea  less  than  the  maximum  lime  a  credit  of  1  In  addiM. 
!  given.  'For  completing  the  examination  In  two  and  one-halt  hours  or  less  the  maxli 
100  Tin  be  giren.  No  credit  will  be  given  lor  time  unlsK  the  average  peroent«ge  oi 
;BUbieclBisatlean70. 

er  of  the  CommissioQ: 
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UHITED  STATES  OI?IL  SEEVIOE  OOMMISSIOH. 


INSTEUOTIONS  TO  APPLICANTS, 
REGULATIONS  FQR  MARKING, 

AND 

SPECIMEN  EXAMINATION  (jlIBTIONS. 


DEPARTMENTAL,  RAEWAY  MAIL, 


INDIAN  SERVICES. 


WASHINGTON: 

OVERNMENT    FEINTING   OFPIOE. 

1895. 
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II 
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INSTRUCTIONS  TO  APPLICANTS. 


:hiB  pampU^is  intended  to  famish  all  the  information  which  applicants  will 
id  conceroifffhedepartmental, railway  inail,and  Indian branchesof  the  claatd- 
i  service,  .pplicants  for  the  custom-house,  post-ofBce,  and  Intemfil-reTetiae 
mchee  of  tbservice  should  apply  for  application  hlanks  and  circulars  of  inatrnc- 
ns  in  pera*  or  by  letter,  to  the  "Secretary  of  the  Board  Of  Examinera"  atthe 
stom-houfif  r  post-office  or  the  headquarters  of  the  internal-revenue  district  in 
lich  they  vre  to  seek  employment.  These  instructions  should  be  carefully 
vd,  aft  theiswer  most  of  the  questions  which  applicante  ask  in  their  letters  of 
juiry-  'nCommission  can  not  nndertake  to  answer  inquiries  as  to  vacancies 
the  servif  duties,  saltoies,  prospects  of  appointment  or  promotion,  or  as  to  the 
nrse  of  ffaration  which  applicants  should  follow,  or  inquiries  relating  to 
ses  whicte  not  ofScially  before  it  for  decision;  norcanit  decide,  except  in  the 
aes  of  aci  applicants,  questions  respecting  the  application  of  the  rules.  Where 
>  exceptu  are  specified  none  are  allowed.  Letters  in  regard  to  ezaminationB 
id  otherpness  of  this  Commission  should  not  be  addressed  to  members  of  Con- 
ress  or  <f  persona  not  connected  with  the  Commission,  as  it  only  causes  delay 
id  doesl  in  any  way  assist  the  applicant.  Snch  communications  should  be 
Idreasef  ^^(^iy  to  the  United  States  Civil  Service  Commission,  Washington, 

■.  0.     ; 

The  t<pi^S  is  a  synopsis  of  the  information  contained  in  these  instrnctions 
jlativJhe  departmental,  railway  mail,  and  Indian  branches  of  the  service; 

1,  S-t  o'  the  different  branches  of  the  service, 

a.  yiroments  for  the  different  branches  of  the  service. 

8.  Lns  who  shall  not  be  examined. 

4.  (limits  for  different  branches  of  the  service. 

5,  iiod  of  securing  and  filling  out  application  blanks, 
extent  kinds  of  eiaminations  held,  and  time  allowed  for  each. 
7ren  technical  and  scientific  examinations  are  held. 

wes  governing  competitors  in  examinationa. 
pen  period  of  eligibility  begins  and  ends. 

■jfjiea  re-examinations  are  allowed. 

■tMce  of  standing  to  competitors. 

jelative  to  change  of  address  of  applicant. 

f-ethoda  of  certification, 

'./hat  is  meant  by  claim  of  preference. 
^ffect  of  declining  appointment. 

/Pable  showing  number  examined  for,  and  nnmber  appointed  to,  different 
^ns  during  hist  fiscal  year,  and  salaries  paid. 

i  Chances  of  appointment  and  list  of  States  and  Territories  not  entitled  to 
^copyiat  appointments  in  18B5. 

Method  of  making  transfers  from  one  office  or  deportmoit  to  anoth^. 
Method  of  marking  examination  papers. 
Bules  for  markii^  examination  papers. ' 


),.vGoo<^Ic 
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(1)  THE  DIFFERENT  BBAPTCHES  OP  THE  SERVICE. 

The  classified  service  for  whicli  examinations  are  required  is  divided  into  six 
distinct  branches,  as  follows: 

First,  departmental  service;  second,  cuBtom-honse  service;  third,  post-ofBce 
service;  fourth,  railway  mail  iervica;  fifth,  Indian  service;  sixth,  iutemal-reve- 
nne  service. 

,  Ko  person  can  be  an  applicant  or  an  eligible  for  any  two  branches  of  the  service 
at  the  same  time,  bat  an  applicant  or  an.  eligible  for  one  branch  who  desires  to 
compete  in  another  branch,  may,  upon  bis  written  request,  have  his  applicatioi^  or 
hie  examination  papers  canceled  to  enable  him  to  apply  for  the  other  branch  of  the  , 
service.  Persons  may  take  as  many  examinations  for  the  departmental  service  as 
they  dedre,  bnt  it  is  not  practicable  to  give  more  than  one  examination  at  the  same 
time  and  place. 

The  daa&ifled  departmental  service  Inclndes  the  eight  Execntive  Departments,  the 
Civil  Service  Commission,  the  Department  of  Labor,  and  the  United  States  Fish 
CommiBSion,  and  embraces  alt  the  officers,  clerks,  and  other  employees  in  these 
Departments  and  commissionB  except  those  appointed  by  the  President  by  and  with 
the  advice  and  consent  of  the  Senate  and  those  employed  merely  as  workmen  or 
laborers. 

7*€  ekasijkd  raUioay  mail  service  embraces  all  snperintendents,  SMistant  snper- 
intendents,  chief  clerks,  railway  postal  clerks,  ronte  agents,  local  ageiits,  mail-route 
messengers,  and  other  employees  of  the  railway  mail  service.  One  gleneral  super- 
intendent; one  assistant  general  snperintendent;  printers,  employed  ^  such;  clerks, 
employedexclnsivelyaaportersinhandlingmail  matterin  bulk,  insacl  J,  or  pouches, 
and  not  otherwise,  and  transfer  and  steamboat  clerks  employed  joj  ttJy  with  the 
railroad  or  steamboat  company,  are  exempted  from  examination.  Aiiother  placM 
can  be  filled  only  by  promotion,  transfer,  reinstatement,  or  examinatln. 

The  claaeifted  Indian  service  includes  all  physicians,  superintende, ■  •■, 
superintendents,  teachers,  assistant  teachers,  and  matrons.  1 


(3)  REQUIREMENTS  FOR  DIFFERENT  BRANCHES  OP  THE  *3RVICE. 

Dqiarlmental  Serwoe.— The  requirements  for  this  branch  are  clearly  iiAcated  by 
the  maaee  of  the  diSerent  examtoationa  provided,  and  the  snbjects  of  e«ilh  exam- 
ination as  shown  in  the  specimen  examination  questions.  I 

BaHway  MaU  Service. — The  severe  and  exacting  chwacter  of  this  serwice,  the 
great  strain  npon  the  physical  constitution  and  powers  of  endurance  oif  those 
engaged  in  it,  and  the  greater  ease  and  facility  with  which  young  men  leara  the 
schemes  of  diatribation,  and  consequently  their  greater  efficiency  in  the  eerrice, 
famish  the  principal  reasons  for  fixing  the  maximum  ^e  limitation  for  this  serv- 
ice at  3S  years. 

These  considerations  also  reqnire  that  there  shall  be  a  physic^  examination  of 

the  persons  applying  for  this  service,  in  connection  with  the  application,  so  that 

those  who  are  evidently  phydoally  diaqnalifled  shall  not  be  pnt  to  the  trouble  and 

expense  of  taking  the  educational  examination,  and  the  service  to  the  inconvenience 

and  delay  which  would  result  from  their  appointment  and  rejection  upon  trial. 

A  separate  blank  form  of  certificate  will  accompany  each  application  blank„<Mi 

which  t^  physician  makijig  the  examination  will  report  the  result  thereof.    This 

_^_i^iiAl^[,  when  properly  filled  and  signed  by  the  physioian,  shoold  be  forwarded  to 

l^mtmisBion  by  the  applicant,  attached  to  or  folded  in  his  application.    It  most 

De  forwarded  wpttat*  &oa  the  ftpi^ication,  and  an  application  not  aooom- 


Dy  a  certlflcate  will  be  retnmed.  Any  peraon  who  1b  f  onnd  to  be  below 
nches  In  height  or  under  135  poands  in  weight,  or  concerning  whom  nega- 
jcem  are  given  to  c[nestions  19  tmd  90  of  the  blank,  shftll  be  deemed  to  be 
lied  for  the  railway  mall  service,  and  conaeqnently  ineligible  for  the  edn- 
ezaminaticm.    In  respect  to  other  physical  defects,  the  Ckwnmission  will 

I  each  caae  whether  they  are  of  a  character  and  degree  to  duqnalify  the 
t  for  the  railway  innil  service  and  therefore  to  debar  him  from  exatn- 

anmiasion  has  adopted  the  practice  of  submitting  applicants  to  an  addi- 
j^cal  test  by  its  own  examiners  whenever  there  is  reason  to  believe  that 
s  applicant  hime^  or  the  physician  who  examined  him  has  misrepresented 
about  his  height  or  weight.  The  Commission  has  also  freqnently  investi- 
statements  of  applicants  in  reference  to  theirages,and  tbemisrepreBenta- 
ie  by  them  have  been  exposed  and  suitable  punishment  inflicted  npon 
ji  attempt  to  deceive  In  regard  to  height,  weight,  or  age  is  regarded  by 
aisaion  B«  a  sufficient  canse  for  debarring  an  applicant  forever  from  acivil- 
atminatlon. 

Service.— No  person  should  apply  for  a  position  in  the  Indian  service  who 
iscientionsly  desirous  of  aiding  in  the  work  of  improving  the  physical, 
social,  intellectnal,  and  moral  condition  of  the  Indians ;  and  persona  who, 
,  are  found  wanting  in  the  deeire  and  ability  to  render  such  service  can 
o  be  retained.  Persons  who  enter  this  service  should  be  In  character 
roach,  intellectnally  well  equipped,  and  they  should  bo  energetic,  indue- 
n,  affable,  kind,  patient,  considerate,  dignified,  possessed  of  great  self- 
d  business  ability,  and  willing  to  adapt  themselves  to  the  contingencies' 
vice.  Good  health  is  essential.  The  various  posiHons  in  this  service 
examinations  are  held  are  (1)  superintendent,  (3)  teacher  {primary, 
and  principal},  (3)  matron,  and  (4)  physician.  The  qualifications  for 
ions  are  enumerated  below. 

^rintondents  shonld  be  teachers  of  experience,  and  should  have  a  knowl- 
mingandof  business  affairs.  Theymust  possess  fpod  executive  ability, 
to  direct  an  extensive  institution  in  which  large  smus  of  money  are 
ind  subordinate  employees  and  pupils  are  managed.    Harried  men  are 

hers  should  possess  all  those  rare  qualifications  required  for  complete 
eaching  white  children  in  the  public  schools.  Women  should  be  exp^' 
>xiaebold  duties,  able  and  willing  to  perform  such  duties,  and  capable  of 
others  in  the  management  of  household  affairs.  Men  should  be 
th  all  ldnd«  of  farm  work,  and  be  able  to  give  instruction  in  the  man- 
a  farm.  In  many  of  the  reservation  schools  the  teacher  combines  the 
iperintendent  and  principal  teacher. 

cants  for  the  position  of  matron  should  be  in  robust  health,  should 
^t  a  good  English  education,  and  be  able  to  speak  and  write  the  Engliah 
jrrectly.  They  should  have  good  executive  capacity,  be  neat,  orderly, 
.  and  should  be  well  acquainted  with  all  kinds  of  domefltic  and  house- 

;aiits  for  the  position  of  physician  should  be  regular  graduates  of  some 
ledical  college  and  be  actually  engaged  in  the  practice  of  medicine, 
n  are  preferred  to  single  men.    Women  will  be  admitted  to  examina-  ' 

II  be  considered  for  appointment  asschool  physicians,  but  notasagency 
Those  -who  are  appointed  to  the  position  of  physician  will  be  required 
their  time  and  professional  skill  to  the  Indians  and  agency  employees, 
be  allowed  to  engage  in  private  practice  or  in  any  other  private  busi- 
will  be  expected  to  strive  to  overcome  the  evil  influence  of  the  native 


' '  medicine  men  "  and  tbeir  anperstdtiong  rites  and  barb&ronB  costoms.  Applicants 
Bhoold  have  a  good  knowledge  of  hygiene  and  the  ability  and  willingness  to  visit 
Indians  in  their  homes  and  ddncat«  them  in  proper  methods  of  living  and  of  caring 
for  health.  They  shonld  have  a  knowledge  of  sanitary  matters,  and  ghonld  be  able 
tc  give  elementary  lectnree  on  phyriology  and  hygiene.  A  good  English  edncation, 
as  well  as  a  professional  edncation,  is  reqnired. 


(3)  PERSONS  WHO  SHALL  NOT  BE  EXAMINED. 


3.  Who  la  not  within  the  age  limitations  prescribed  for  the  examination  t<ia: 
which  he  applies  (see  age  limits,  etc.); 
3.  Who  is  physically  disqualified  for  the  service  which  he  seeks; 
i'.  Who  is  addicted  to  the  habitual  nse  of  intoxicating  beverages  to  excess; 

5.  Who  is  at  the  time  he  applies  an  applicant  or  an  eligible  for  another  branch 
of  the  service: 

6.  Who  is  enliat«d  in  the  Army  or  Navy,  and  has  not  secured  permission  for  his 
examination  from  the  head  of  the  department  under  which  he  is  enlisted; 

7.  Who  has  been  dismissed  from  the  public  service  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  his  application; 

8.  Who  has  failed  to  receive  absolute  appointment  after  probation,  within  one 
year  from  the  date  ot  such  failure; 

9.  Who  failed  within  six  months  or  who  passed  within  one  year  In  the  same 
kind  of  examination  for  which  he  wishes  to  again  apply; 

10.  Who  has  made  a  false  statement  in  his  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  hia  application  or  examination,  or 
who  has  been  guilty  of  crime,  or  infamous  or  notoriously  disgraceful  conduct. 


(4)  AGE  LIMITS  FOB  DIPPERENT  BRANCHES  OF  THE  SERVICE. 

The  age  limits  for  the  deputmental,  railway  mail,  and  Indian  services  are 
given  below.    Persons  not  within  the  age  limits  are  indigible  to  examination. 

Departmental  Senn'ce.— Twenty  years  of  age  or  over,  except  that  applicants  are 
eligible  to  the  messenger  examination  at  IS  years  of  age,  to  the  page  o 
boy  examination  between  the  ages  of  14  and  18,  and  to  the  printer's  a 
examination  between  the  ages  of  18  and  35. 

Railway  Mail  5en<iCe.— Eighteen  years  to  35  years  of  ^e. 

Indian  Serrice.— Physician,  25  to  45;  superintendent,  35  to  50 ;  teacher,  20  to  50; 
matron,  25  to  55  years  of  age. 

Any  person  honorably  discharged  from  the  military  or  naval  service  of  the 
United  States  by  reason  of  disability  resulting  from  wounds  or  sickness  incurred 
in  the  line  of  duty, and  who  is  entiUed  to  preference  under  section  1754,  Revised  Stat- 
utes, and  whose  claim  to  such  preference  has  been  allowed  by  tiie  Ccomniaslon, . 
may  be  examined  without  regard  to  his  age. 
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'  person  will  be  admitted  to  a  regular  Bchedule  examination  wlio  has  not 
lonsly  filed  an  application  for  the  particular  ezamination  which  he  seeks  on 
onu  which  will  be  fnrnished  by  the  Commission  upon  request  of  the  appli- 

e  application  blank  and  pamphlet  of  instmctions  for  the  departmeatal,  rail- 
mail,  and  Indian  branches  of  the  classified  service  may  be  obtained  by  writing 
■tly  to  the"Unif«d  States  Civil  Service  Commission,  Washington,  D.  C." 
I  applicant  most,  however,  write  for  his  own  application  blank,  aa  it  ia  con- 
!  to  the  practice  of  the  Commission  to  forfvard  blanks  to  one  person  for  the 
»f  another  person. 

lere  is  no  need  of  seeking  the  aid  of  toy  prominent  or  infloential  person  to 
re  an  application  blank  or  an  examination,  and  no  recommendations  other 

those  provided  for  in  the  application  blank  should  be  forwarded  to  the  Com- 
ion,  aa  the  roles  forbid  the  filing  of  any  such  letters  with  the  application, 
ill  instmctions  for  the  execution  of  the  application  will  be  found  on  the  blank 
f ,  and  applicants  are  cantioned  to  answer  all  questions  and  conform  in  all 
ects  to  the  printed  instmctions.    A  failure  to  do  this  causes  unnecessary  delays 

great  annoyance  to  the  Commission  a^  well  as  to  the  applicant.  Very  many 
ications  have  to  be  returned  to  the  applicants  for  correction  on  account  of 
■leaaneBa  ia  the  execution  of  either  the  application  or  vouchers.    Special  atten- 

is  called  to  the  following  reg^nlations: 

I. 
o  application  for  the  regular  schedule  examinatious  shall  be  apprnved  more 
\  aix  months  or  less  than  six  days  prior  to  the  date  of  the  examination  selected, 
no  application  shall  be  approved  which  is  dated,  or  which  haa  vouchers  that 
dat«d,  more  than  thirty  daya  prior  to  the  time  of  ita  receipt. 

XL 

To  person  shall  be  admitted  to  a  regular  schedule  examination  whose  applica- 
k  has  not  been  previously  filed  with  the  Commission  and  approved  in  accord- 
e  with  the  first  regulation.  Examiners  are  prohibited  from  accepting  applica- 
is  on  the  day  of  examination,  and  from  admitting  persons  who  have  not  complied 
h  the  requirements  and  procured  admission  cards  or  other  proper  authority  in 
^ance.  An  application  will  be  good  for  only  one  Idnd  of  examination,  and  if  an 
>licant  deeires  to  take  more  than  one  land  of  examination  he  must  file  a  sepa- 
e  application  for  each  kind  desired,  except  that  only  one  application  will  be 
uired  for  both  stenography  and  typewriting,  and  one  for  all  modem  languages 
ich  an  applicant  deaires  to  take  at  one  examination. 

m. 

h.U  writing  in  the  applications,  vouchers,  and  certificates  must  be  in  ink,  and  in 
»  handwriting  of  the  signer. 

IV. 
GIvery  question  in  the  application  must  be  f  uUy  answered. 


In  answer  to  question  S  the  applicant  must  give  his  first  name  in  full,  his  middle 
itial  or  initials,  if  tliere  be  any,  and  his  surname  in  fnll;  and  in  all  other  places 
the  application,  vouchers,  and  certificates  the  initials  and  anmame  must  be  cor- 


dipL    iBlfe 


irahi 


«f  hit  claii 


A  &»BgBbw  ptiauB  •whL   ~IxiB»  dot  ks 

It  ii  a  sataiaZaitd  gskb    acd  v^iAatx  <A  ber 


BM  arEIl  »3C  br  *c«;nH!  ^  "^bcf^   i  t  eeniicMtt  <d  mtvra&nniM.     When 
xatiaB  papcn  »rf  V«  wsv^cjire^  =i:iit  bt  inmivd  fc':«a  the  cooit  tku  i 

TO. 


br  z£:b«ia<a»d  in-  an  •lAoal  acaL     If  dw-  olba-  h^  ho  iAcnl 
uiK a cercScatf -^  ^c» amlwiir  fn^  ilii  lamin   i^  <i  abii  bis 

E^«y  ^^iickd  dstt  i=aikt  omo.  iz.  his  apfi^Scaazc  u-  d«  ;KatiF  «^  bif  k^ien- 
dnce.  vin:=  Eact  be  ^'>«n::  K'  ^rat  exact  datt  <£  aff^atiti.  aod  Tfcvb  MnBt  be 

oa.'WihM  •**■  ajyi'TT'jj-;  bas  bem  a  ie^JnsdlM 
»-if  tT:jr»a.  f-rBJaa  «ni5cd  t>:;'7<f  te»^ct«-itf  dinnw.  a 


!«r±  :=  lie  afijiacaa-.c  r-.-.irr-^'j-.cazit  lae-  r"ir—  t-^i  artcre tz»v  jj 
tridenc*'  ti.  lit  a^osK:*:*.  i. 


r  jcrni  4.t?~.  bt  it^iiiJwL 
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'eraans  who  faave  been  indicted  for,  or  convicted  of,  any  crime  mnst  incloee 
:h  tbeir  appUcationB  a  certified  copy  of  the  court  proceedings  Bhowing  the  eeaen- 
L  facts  of  tlie  case. 


livery  applicant  mnst  state  whetlier,  at  the  time  of  filing  his  application,  he  is 
licted  to  the  use  of  intoxicating  liqnors;  and,  if  not,  whether  at  any  time  pre- 
lUsly  he  has  been  addicted  to  sncdi  nee. 

XI. 

L  person  who  passes  an  examination  is  not  eligible  to  the  same  kind  of  examina- 
n  for  one  year,  and  a.peraon  who  fails  in  an  examination  is  not  eligible  to  re-exami- 
;ion  for  six  months  from  the  date  of  his  previous  examination ,  and  no  applicatioQ 
ill  be  accepted  which  shows  the  applicant  to  be  in  this  respect  ineligible. 

xn. 

i,  peraon  who  has  been  separated  from  any  branch  of  the  service  for  delinquency 
misconduct,  or  who  failed  to  receive  absolute  appointment  after  a  probationary 
vice,  within  one  year  preceding  the  date  of  the  examination  selected,  is  ineli- 
ile,  and  applications  from  snch  persons  will  be  canceled. 

xm. 

Vouchers  Nos.  1  and  3  must  be  executed  by  citizens  of  the  United  States  who 

iwer  the  following  requirements: 

.  Tbey  must  each  be  at  least  21  years  of  age. 

\.  They  must  be  both  legal  and  actual  residents  of  the  State  in  which  the  appli- 

it  claims  legal  residence. 

:.  They  must  have  known  the  applicant  for  at  least  six  months. 

-,  At  least  one  of  them  (in  railway  mail  and  Indian  service  applications)  must 

a  resident  of  the  county  in  which  the  applicant  claims  legal  residence. 

i.  Neither  of  them  should  be  the  same  person  as  the  one  who  signs  voucher  No. 

)r  the  physician's  certificate. 

Voucher  No.  3  must  be  furnished  by  all  applicants  for  departmental  examina- 

OS,  and  the  signer  of  it  must  be  an  officer  of  the  county  in  which  the  applicant 

ima  legal  residence,  who  has  an  official  seOl.    A  notary  public  who  has  an  offi- 

1  seal  may  be  accepted  on  this  voucher,  but  an  officer  of  a  city  corporation, 

lose  jurisdiction  is  less  than  the  county,  or  an  officer  of  the  State  or  of  the 

iit«d  States,  whose  jurisdiction  exceeds  that  of  the  county,  will  not  beaccepted. 

Voucher  No.  4  mnst  be  famished  by  applicants  for  the  Indian  service  in  lieu  of 

iicheTNo.3,and  applicante  for  the  railway  mail  service  must  furnish  a  physi- 

■n'e  certificate  on  the  blank  which  is  separate  from  the  application  blank,  but 

}d  not  furnish  either  voucher  No.3  or  No.  4. 

JTouchers  will  not  be  accepted  from  the  father,  mother,  sister,  brother,  son, 

aghter,  husband,  or  wife  of  the  applicant,  and  not  more  than  one  voucherwill 

accepted  from  a  relative  of  a  more  remote  degree  of  relationship. 

XIV. 

^f  the  physician's  certificate  discloses  the  fact  that  the  applicant  for  the  railway 
iilBerviceialeaathan5feet4inche8inheight,  or  less  than  135  pounds  in  weight, 
)  application  wiU  be  canceled. 


r.'od::vGoO<^Ic 


XV. 

All  applicationa  whicli  are  found  to  be  correct  in  form  will  immediately  be 
appioved,  and  admisaion  cards  will  be  mailed  to  the  applicants.  All  applicatJona 
which  show  the  applicants  to  be  ineligible  for  the  eKsmination  which  they  seek, 
either  on  account  of  age,  height,  weight,  citizenship,  delinqnency  or  miscondnct 
while  in  the  service,  or  for  other  reasons,  will  be  canceled  and  retained  in  the  fllaa 
of  the  Commission.  All  applications  which  are  defective  in  their  execntion.  and 
can  be  corrected  by  the  applicant,  will  be  returned  for  correction,  bnt  an  applica- 
tion which  has  been  twice  returned  for  correction  and  is  still  found  to  be  incom- 
plete will  be  canceled.  All  nnused  applications  will  be  canceled  after  they  have 
been  on  file  aiz  months. 

XVI. 

Applications  which  have  been  approved  or  canceled,  and  all  examination  papers 
of  competitors,  form  a  part  of  the  official  recorda  of  the  Commission,  and  can  not, 
under  any  circmnstances,  be  returned  to  the  applicants  or  competitors. 


(8)  DIPFEBENT    KINDS    OP    EXAMINATIONS   HELD   BY   THE   COM- 
MISSION,  WITH  TIME  ALLOWED  FOR  EACH. 

Examinations  which  may  be  t^en  on  the  regular  schedule  dates  and  places,  are 
aa  follows: 

Departmfnial  Service- 

Clerk-mpyiat  - •! 

Special  pBnsloli  eiaminer ».  T 

Medical  pension  eiamhier 8 

8tal»  Department  clerk T 

Bookkeeper _ 9 

AodBtaat iEket«oroloficiil obflerver  --- -^^. .,---- ---,,....-..,._. ....,,.,.„-.--.  7 

AHBlatiint  eiaminer  (Patent  Offloe)  _ 8 

Modem  languages' „ 1 

Proofreading , 5 

Typewriting  .^^..^,._,....^,,._._ _ , ____ 5 

8tenc«raphy _ S 

atenography  and  tTpawrltinj;  combined fl( 

Topographic  draftsman 9 

Meclianical  draftsman --. _,,_,-,-- .,..,,.._..  8 

Meat  inspector  (Department  of  Agricnltnre) i 

Fiah  Commissions 

Sopennteodent  of  stations t G 

FiahcultnriBt1__._ _ B 

Statistical  field  agent 11 

Meaaengpr  (car  service) 6 

Messenger  and  watchman 4 

Railwai/  Hail  Strvice. 

Hallway  mall  clerk G 

Indian  Sfrvict. 

Primary  teacher 8 

Advanced  primary  toacber 9 

Principal  teacher  - - .-.- .., 9 

SnperintendBiit ^ s 

Matron : 5 

PhrBician _._ 7 

*  Two  hours  are  allowed  for  eBch  additional  laugnase- 
1-  Two  honre  tor  each  additional  Ash  culture  teat. 
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EN  TECHNICAL   OB  SCIENTIFIC  EXAMINATIONS  ARE  HELD. 

Lnations  of  a  teclimutU  ot  scientific  character  are  held  only  'when  vacanciee 
id  such  exauiinations  are  announced  throngh  the  newspapers.  No  definite 
ition  as  to  the  subjecte  or  Balariee  of  snch  ezandnationa  can  be  given  before 
MicieH  actually  exist,  as  the  examinations  must  be  adapted  to  the  exact 
er  of  the  '^work  to  be  done.  Below  is  given  a  list  of  some  of  the  positions  or 
of  positions  for  'whicti  occasional  examinations  are  held.  Any  person  who 
□Imself  qualified  for  any  one  or  more  of  these  places  may  request  the  Com- 
1  to  notify  him  when  an  examination  of  the  Irind  which  he  names  is  to  be 
Such  requests  will  he  kept  on  file  for  one  year  from  the  date  when  they  are 
and  'while  the  Commission  will  not  hold  itself  responsible  for  a  foiliire  to 
dividiaaJ.  notice,  yet  it  will  endeavor  to  comply  'with  the  request.    Each  person 

notified  of  aiich  an  examination  and  who  decides  to  compete  will  be  expected 
an.  application  immediately  on  the  bitmk  which  will  be  fnmished  him  for 
urpose.  Letters  requesting  notice  of  these  examinations  should  give  plainly 
one  and  address  of  the  'writer,  and  should  name  distinctly  the  kind  of  exami- 
i  or  examinationa  deairBd,  but  should  not  c<mtaia  statements  or  inquiries  on 

snhjects.  The  following  is  a  list  of  sach  positions;  Computer,  botanist, 
ist,  astronomer,  architectural  draftsman,  civil  engineer,  nautical  expert, 
lecopist,  ornithologist,  editori^  clerk,  anatomist,  climatolt^ist,  pomologist, 
aoli^ist,  horticulturist,  vegetable  pathologist,  forestry  clerk,  phot^^p^pbei 
rian  and  bihU(^(rapher,  chart  corrector,  cartographic  draftsman,  and  mechan- 


(8>  RULES  GOVERNING  COMPETITORS  IN  EXAMINATIONS. 

le  follo'wing  is  a  copy  of  the  rules  which  are  given  to  each  competitor  at  the 
niung  of  every  examination: 

Faltu  70ur  eiamination  nninber  tvom  the  npper  right-hand  comer  ot  the  declaration  sheet 
h  will  be  Kiven  joa.    Write  the  Dnmlier  □□  four  blotter  for  nae  on  each  sheet  of  the  exam- 

ich  yon  are  taking, 

Note  in  the  proper  blank  space  tbe  time  of  commenciDg  and  completing  each  eiamlnatlon 

Oange  your  work  on  each  sheet  so  aa  to  complete  the  examination  within  the  prencribed 
:  0  f  time.  Time  is  reckoned  from  the  moment  ot  receiving  the  flrst  examiaatlon  sheet.  So 
wanes  will  be  made  tor  time  lost  In  or  ont  ot  the  examining  room. 

Donotleavetheroom.lt  possible  to  avoid  it.  with  a  sheet  betore  70U  nnflnished.  tor  It  foa 
]he  sheet  will  be  t*ken  np  and  will  not  be  returned  to  yon. 

Read  carefnlly  the  printed  instructions  on  each  sheet  hetor 

IC  necessary,  the  back  ot  a  sheet  may  be  Dsed  to  complete  71 
itrary  are  printed  on  the  sheet. 
.  Aji  eiamimition  sheet  spoiled  by  yon  can  not  be  exchanged  for  another  ot  the  same  Und. 
.  Perform  all  vork  on  each  examination  sheet  with  ink. 

D.  Feadl  and  scratch  paper  may  be  used  in  pretlmioarr  work,  except  in  the  spelling  and  dlcta- 
11  exerciaes,  which  must  he  written  with  Ink  directly  on  the  examlnaUoD  sheets  from  the 
station  ot  the  examiner. 

.1.  Use  no  scratch  paper  except  that  fnmiahed  by  the  examiner  In  charge,  and,  on  completing 
.  eiaminatlDo  sheet,  hand  him  the  scratch  paper  pertaining  to  that  slieet.  Have  all  your  work 
mplete  on  the  examination  sheet,  however,  as  the  scratch  paper  Is  collected  not  tor  conslder- 
lon  in  the  marking,  hut  tor  destruction. 

11  No  helps  of  any  kind  are  allowed.  Before  the  examination  Is  commenced,  hand  to  the 
iBmlner  any  written  or  printed  matter  that  you  may  have  which  might,  it  osed.  aid  you  In  your 


13.  Anc 
Ik  stiictlr  iiToblbited. 
IL  Do  not  copf  or  ■ttempt  to  copT  from  tbe  work  of  ui]r  competitor,  or  penult  a 
a  In  ;oDr  poxenlan- 
3  tbe  wbolfl  ^Lus.    Examinen 


mtbei 


it  nur  >Hirt  In 


to  increaae  the  labon  p^ 


T  or  soIntknL    Oompetltora  are  forbidden  to  take  fr 
or  ootiiee  of  qneHtions  en-  pkrta  of  qaeatton*. 

1&  PromonetothreeiDonthaniajelapflebefore  jroa  are  not 
nrjdelar  willocCDrliiinarkliiK  ronrp&perK,  and  joou 

the  CoumdMloii  bf  making  iuqolrles  m  regard  to  yonr  Btandtng.  nntfun  joa  bare  reason  to 
beUeve  that  the  Dotice  to  joa  has  mltaurled. 

N.  B.— Arlolatlon  by  yon  of  the  InRmctfoDa  oontained  in  pmngnpla  12, 13.  and  Uirill  ba 
deemed  nlHcJent  cause  for  canceling  fonr  papera.  Toa  are  reqaested  to  report  to  tbe  <gaiiriiw 
■117  In^cnlarltr  that  may  come  under  your  notke  during  the  ezamlnatloD. 


(«)  WHEN  PEEIOD  OF  ELIGIBEjITT  BEGINS  AND  ENDS. 

The  period  of  eligiMity  on  all  r^isten  is  one  yesr  from  tii«  date  cf  entering  ttie 
name  upon  the  register,  and  the  name  is  entered  npon  the  register  as  soon  as  prac- 
ticable after  the  completion  of  the  marking  of  the  papers.  The  date  of  entry  of  » 
namacnl^  register  is  nsnaUy  but  a  few  days  snbseqnent  to  tlie  date  of  tnenotioe 
of  eligibility. 


(10)  WHEN  EE-EXAMraATION8  ABE  ALLOWED. 

If  within  tbe  age  limit*  and  not  otherwise  barred,  persons  who  pass  a: 
tion  may  file  a  new  application  and  be  reexamined  after  one  year  from  the  date  of 
tbe  first  examination,  and  perHona  who  fail  to  pass  may  file  a  new  application  and 
be  reexamined  after  six  months.  Reexaminations  other  than  those  named  above 
will  be  granted  onlyin  very  exceptional  cases,  in  which  injnstice  bas  for  any  rea- 
son been  done  or  suffered,  and  in  snch  cases  the  request  for  reexamination  must  be 
accompanied  by  a  sworn  statement  of  the  alleged  facts  upon  which  it  is  baaed.  A 
simple  statement  that  tbe  applicant  did  not  do  himself  justice  will  not  be  n 
as  snfficieDt  ground  for  allowing  a  reexamination. 


(11)  NOTICE  OF  STANDING  TO  COMPETITOBS. 

A  notice  of  standing  will  be  sent  to  each  person  examined,  whether  he  passes  or 
faili  to  psM.  TUa  notice  will  be  sent  as  soon  as  practicable  after  the  papers  are 
marked,  but  sometimes  long  delays  in  the  marking  oci^nr.  Letters  inquiring  how 
soon  tbe  papers  will  be  marked  only  serve  to  delay  the  work.  The  notice  sent  to 
those  who  pass  or  fail  in  the  examinations  will  show  the  general  average  on  each 

It  is  necessary  to  attain  a  general  average  of  TO  per  cent  to  be  eligible  for  appoint- 
ment, except  that  applicants  entitled  to  preference  under  section  1T54,  IT.  S.  R.  S., 
because  of  honorable  discharge  from  the  military  or  naval  service  for  disability 
resulting  from  'wounds  or  sickness  incnrred  in  tbe  line  of  duty,  need  obtain  but  OB 
percent. 

(13)  CHANGE  OF  ADDRESS. 

Applicants  and  eligibles  must  keep  the  Commission  informed  of  any  change  of 
poet-office  address.  A  failnre  to  do  so  will  be  treated  as  the  fault  of  tbe  applicant 
or  eligible,  and  may  result  in  his  lodng  an  opportunity  of  appointment.    Bequests 
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le  address  changed  slionld  contain  a  Btatement  of  tbe  kind  or  khkdi  of 
on  token,  and  shonld  have  the  new  addrees  plfunly  written.  A  request 
an  address  Bhonid  not  be  made  in  the  midst  of  a  letter  on  other  •nbjects, 
in  that  way  be  overlooked.  It  should  be  written  in  &  letter  byitmlf. 
be  filed  with  the  applicant's  other  papers,  and  when  the  change  has 
I  the  applicant  will  in  all  cases  be  notified. 


(13)  METHODS  OF  CERTIFICATION. 

/acancy  exists  the  appointing  officer  makes  a  requisition  upon  the  Civil 
omission  for  a  certification  of  names  to  fill  the  vacancy,  indicating  in 
non  the  Wad  cf  position  vacant,  whether  a  male  or  female  is  desired, 
lary  to  be  paid.  Upon  receipt  of  such  requisition  the  Comnussion 
the  proper  register  the  three  names  of  persons  of  the  sex  called  for, 
'ages  are  higher  than  alt  others  except  in  the  case  of  preference 
see  p.  14)  and  certifies  them  to  the  appointing  officer,  who  is  reqnired 
le  of  them  to  fill  the  existing  vacancy.  The  appointing  officer  may 
ne  of  the  three  names.  The  two  names  remaining  are  returned  to  the 
eligibles  to  await  other  certifications.  No  eligible  can  be  certified  for 
t  more  than  three  times  to  the  same  department.  It  will  be  seen  that 
pedite  certification,  or  to  secure  certification  out  of  the  order  required 
and  rules,  can  not  possibly  avail  anything.  The  Commission  has  abso- 
>wer  to  make  certification  of  a  name  out  of  its  order  or  to  withhold 
ification  when  certification  is  due. 

nfal  and  Bail-may  Mail  Services. — Clerk-copyistundrailway  maileligi- 
isteredby  States,bnt  eligibles  on  special  r^Tnters  for  the  dei>tulTOentaI 
not  registered  by  States,  all  the  names,  without  regard  to  State  resi- 
:  entered  on  one  register. 

t  requisition  is  made  upon  the  Commission  for  a  certification  from  the 
t  register  certification  must  be  made  of  the  three  eligibles  highest  in 
>  sex  called  for,  from  the  State  which  at  the  time  has  the  least  share  of 
a,  and  is  therefore  entitled  to  the  appointment. 
I  requisition  is  made  upon  the  Commission  for  a  certification  from  the 
1  register,  certification  is  made  of  the  three  namee  highest  in  grade  on 
from  the  State  in  which  the  vacancy  exists. 

,  requisition  is  made  upon  the  Commission  for  a  certification  from  a 
er  certification  is  made  of  the  three  names  highest  in  grade  on  the  regis- 
State  or  States  which  have  not  an  undue  excess  of  appointments  under 
iment,  and  are,  therefore,  at  tlie  time  entitled  to  appointment.  When, 
placeisof  such  ahighly  technical  character  as  tomakeitdifficnlttofind 
>etent  for  it  the  three  highest  in  grade  may  be  certified  without  regard 
lence.  It  is  in  this  way  that  someot  the  States  nave  reoeiVBaauoAiMm- 
appointments.  All  appointments  from  special  registers  are  charged 
ionment  to  the  States  of  which  the  appointees  are  legal  residents. 
rice. — Registers  for  the  Indian  service  are  made  up  by  districts,  there 
istrict&.  The  name  of  each  eligible  will  be  entered  upon  the  register 
>r  the  district  in  which  he  resides,  and,  upon  his  written  reqneet,  after 
ed  his  notice  of  standing,  his  name  will  be  entered  upon  the  register 
more  of  the  other  districts,  provided  he  states  in  writing  that  he  is 
3ept  service  wherever  assigned  in  the  district  or  districts  named  by 
quest  to  have  the  name  entered  on  the  register  of  other  districts  than 
ich  the  applicant  resides  should  be  made  after  the  notice  of  standing 
sived.    No  note  can  be  made  of  such  requests  until  the  papers  are 
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marked.  The  districts  are  as  follows:  No.  1,  the  States  of  Hichigan,  Wisconsin, 
Minnesota,  Iowa,  Nebraska,  North  Dakota,  South  Dakota,  Montana,  and  Wyoming. 
No.  2,  the  States  of  Idaho,  Washington,  Oregon,  Nevada.  California  (north  of  the 
tbirty-eeTenth  parallel  of  latitude),  and  the  Territory  of  Utah.  No.  3,  California 
(eontii  of  the  thirty-seventh  parallel  of  latitude) ,  Arizona,  New  Mexico,  Oklahoma, 
Indian  Territory.  Colorado,  Kansas,  Missouri,  Arkansas,  Loniaians,  and  Texas. 
No.  4,  all  the  States  not  embraced  in  the  foregoing  and  the  District  of  Columbia. 

Appointments  to  the  position  of  superintendent  are  very  rare,  and  those  who 
have  passed  the  superintendent  examination  may  be  certified  from  the  teacher  ro- 
isters if,  after  they  receive  fheir  notice  of  standing,  they  signify  to  the  CommiBsion 
their  wish  to  be  BO  certified.  The  appointments  from  the  teacher  registers  are 
3  and  the  supply,  especially  of  women,  is  littie,  if  any,  in  excess  of  the 
At  this  time  the  femcde  teacher  registers  are  wholly  exhausted. 


(14)  WHAT  18  MEANT  BY  CLAIM  OF  PREFERENCE 

It  is  a  mistaken  idea  that  all  honorably  discharged  soldiers  or  sailors  aie  entitled 
to  preference  in  certification  or  appointment.  Section  1754  of  the  Revised  Statutes 
provides  that  persons  honorably  discharged  from  the  military  or  naval  service  by 
reaaon  ofdiaatnlity  reruiting  from  vxnmds  or  sichneaa  incutrrtd  in  Hie  line  of  duty 
shall  be  preferred  for  appointments  to  civil  offices,  provided  they  are  found  to  pos- 
sess the  business  capacity  necessary  for  the  proper  discharge  of  the  duties  of  such 
offices.  A  person  discharged  for  disability  incurred  in  the  line  of  duty  is  required 
to  obtain  an  average  of  only  65,  instead  of  TO  per  cent,  in  order  to  become  eUgible 
to  appointment;  and  if  he  passes  at  the  required  grade  his  name  is  placed  at  the 
head  of  the  register  to  be  certified  before  aU  other  eligibles  on  the  same  register. 


(15)  EFFECT  OF  DECLINING  APPOINTMENT. 

.  An  eligible  who  declines  an  appointment  tendered  him  will  not  ^»in  be  certified 
unless  he  shall  request  in  writing  the  benefit  of  the  remaining  certifications  which 
the  rules  allow,  stating  reasons,  which  must  be  satisfactory  to  the  Commission,  for 
declining  the  appointment. 
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iLB  SHOWING  THE  NUMBER  EXAMINED,  THE  NUMBER  THAT 
D  AND  THE  KHMBER  APPOINTED  DURING  THE  FISCAL  YEAR 

)  JUNE  30,  1894. 


ill  ba  noticed  that  Chere  <a  a  ?reat  disparity  ii: 
B  numlnr  ezanrined  and  the  Dumber  appointed.  In  tLe  ordlnBry  eiaminntiong,  par- 
0  deA-eopTbit  and  railway  mail  clerk,  certification  is  made  from  the  reglstera  ofthe 
ns  baTdnBat  that  tloie  the  hiehest  general  aTerngeB,  ana  as  the  number  ot  el^bles 
sftiawlRlartNtrln excess  of  the  number  ot  vacandea,  it  follows  that  a  hlBbBeneral 
«t  ba  atbdned  before  a  competitor  can  hope  tor  a  certlBcation.  Attention  te  directed 
that  no  appointments  whaiever  were  made  as  the  result  ot  some  ot  the  aiamlna- 
cbsDces  of  appointment  to  some  of  the  ^clal  and  techniCBl  poeitlooa.  particularly 
■aphera  and  type  writera.  asaiatant  eiamfiiers  in  the  Patent  Omce,  are,  owing  to  the 
SI  at  applicants,  very  much  better  than  lor  the  ordinary  places. 


Male. 

Female. 

".■jia" 

rrtce  and  position. 

^ 

1 

1 
1 

^ 

1 

i 

1 

1 
1 

dsorri™: 

'f, 

i 

45 

J 

31 

I 

1 

sa 

T6 
IS 

fa 

J 

3 
3 

1 
i 

1 

1 

i 

1 

1,200 

'aoo 

30O 

i 

800 

BOO 
MO 

1^ 

1,000 

...... 

i 

and  asaiatant  inspectsr.  De- 

ndent  of  atationa,  Fiah  Com- 

S 

fleld  agent.  Pish  Commts- 

1 

* 

4 

.8 

Service: 

1,350 
79 

3,10* 

718 
13 

d    tA 

" 

119 

u 

ta 

1C8 

M 

13 

1 

«t 



TO 
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*tl.^  per  day,  and  |S4B  per  anntim. 

)pa[ntment  Is  uanally  made  at  tOOO.  b  No  appolDtmente  have  been  made  from 
r  the  iwat  two  years,  all  yacanciea  having  been  flUed  by  transfer  or  promotton. 
lare  Inf  reguent,  and  superior  penmanship  Is  required.    dExaminatloDa  are  held 

ron,  D.  C.  e  Appointments  from  this  reauter  are  very  rare.  /These  places  were 
18H;  no  examinations  have  as  yet  been  neld.  pAppolntnieDtsaremadetoclaBa 
3a  all  places  paving  a  salary  ot  »00  or  less  per  annum.  Places  above  SSOO  are  filled 
r  transfer.  There  are  ooTy  a  tew  places  psyiiw  leaa  than  1800.  hA  rew  pi»itlonB 
to  K.OOO  per  annom,  bqt  appointotents  are  seldom  made  at  these  salaries.  lA 
^7  less  than  IfiOQ,  " 
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(17)  CHANCES  OF  APPOINTMENT. 

{N.  B.— A  table  ahowliig'  the  Dumber  ei&uiiaed.  the  iiiiniber  tb»t  PMsed.  and  the  nnmber  ap- 
pointed to  diSerent  poelUous  In  the  departmental,  rallwa;  mall,  and  Indian  BerviceB  during  the 
laat  BscaJ  r«ar  will  he  found  on  pace  15.  Appllcantasbo(ildconanltthlstaUe.>sltirlllald  tliem 
In  determlalng  their  chanrae  of  appointment  to  any  of  the  dMerent  poaitioiii  mentioned  therein.] 

D^Mrtmental  service. — Entrance  to  the  service  is  oaaally  in  the  lowest  grades,' 
the  higher  grades  being  filled  generally  by  promotion.  The  chances  of  promotion 
vary  so  much  in  the  different  Departments  that  no  special  information  on  the  sub- 
ject can  be  given.  The  chances  of  promotion  of  those  appointed  from  the  type- 
writing and  stenography  register  are  better  than  after  appointment  frton  the  other 
registers.  The  applicant  must  t«ke  hia  chances  whether  at  first  he  obtains  a  place 
at  SWO,  $640,  $720,  or  even  $000,  as  no  notice  can  be  taken  of  reqaesta  to  withhold 
names  from  certification  to  places  of  a  particular  salary.  The  usual  entrance 
grade  is  at  $900. 

Appointments  are  seldom  made  from  the  proof-reading,  languages,  telegraphy, 
and  law  registers.  There  are  very  few  special  appropriations  for  tlie  positions  of 
stenographers,  bookkeepers,  draftsmen,  etc.,  and  persons  who  pass  those  examina- 
tions are  osoally  appointed  with  the  designation  of  clerks  or  copyists. 

The  time  of  ezaminatton  is  not  considered  in  maHi^  certifications,  as  the  highest 
in  grade  on  the  register  must  be  certified  first,  althotigh  they  may  not  have  been 
the  first  esfunined.  Appointment  from  a  special  register  has  the  effect  of  remov- 
ifag  the  name  of  the  eligible  from  all  other  registers. 

In  the  North  Atlantic  and  North  Central  States  the  nnmber  of  applicants,  especial!  y 
of  women,  for  clerk-copyist  places  is  excessive.  The  appointments  from  these 
States  are  cbiefiy  made  from  the  special  regist«rs.  Appointments  from  the  South 
Atlantic  and  South  Central  States  are  almost  wholly  from  the  clerk-copyiat 
register,  except  Delaware,  Maryland,  and  Virginia. 

.     The  following-nanted  States  and  Territories  will  probably  not  receive  any  clerk 
or  copyist  appointments  during  ISdS; 


Alaska, 

Maryland,' 

Orw)n,t 

Arizona,' 

UlchlgaD.t 

Kbode  IsUnii,' 

Delaware,' 

Montana.' 

Vermont,! 

DlfltrictofColnmtila,' 

Nevada,' 

Virginia,' 

Florida,' 

New  Hampshire.' 

■Waahington,: 

Qeorgia,t 

New  Tork.t 

WeBtVirginKt 

Obio.t 
Jndiana,t 

The  nnmber  of  women  appointed  to  the  service  during  the  last  year  and  a  half 
from  the  clerk-copyist  registers  was  only  six.  A  woman  must  make  a  grade  of  abont 
90  per  cent  in  order  to  have  mnch  chance  of  appointment  from  the  clerk-copyist  reg- 
ister, and  in  typewriting  only  those  women  who  pass  at  a  grade  above  88  per  cent 
have  a  good  chance  of  appointment. 

jRailway  Mail  Servioe.— As  the  nnmber  of  persons  examined  for  the  Railway 
Mail  Service  is  far  in  excess  of  the  number  appointed,  only  those  who  stand  high 
on  the  registers  have  any  chance  of  being  certified.  Eligiblee,  except  from  the 
State*  and  Territories  of  small  population,  who  have  grades  below  88  have  little 
prospect  of  appointment- 

Indian  aerute*. — Places  of  superintendent  are  usually  filled  by  the  promotion 
of  teachers,  and  consequently  there  are  few  calls  for  certification  from  the  super- 
intendent register  of  eligibles.  Those  on  that  register  with  grades  below  85  are 
rarely  reached  for  certification.    The  chances  for  appointment  as  teachers,  par- 

•H«8  not  received  an  appointment  from  the  clerk-copyist  regiater  within  the  last  three  yean, 
tHae  not  received  an  appointment  from  the  clerk-copyist  register  within  the  last  two  years. 
tHas  not  receired  an  appointment  from  the  clerk-copyist  register  within  the  lost  year. 
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■\y  of  women,  and  aa  nurinniB,  are  very  good,  aa  the  supply  of  eligibles  ia 
mes  not  equal  to  tbe  demand. 

calls  are  made  for  phjraicians,  aad  it  is  aecessary  to  have  a  grade  above  85 
)  a  good  chance  of  appointment. 

(18)  METHOD  OF  MAKING  TEANSFEEa 

civil  service  mlee  provide  that  transfers  may  be  made  nnder  certain  con- 
as  follows ; 

rom  one  department  to  another. 

rem  a  clasrffied  customs  district  to  a  bureau  of  the  Treasury  Department 
h  bnsineaB  relating  to  customs  is  transacted,  and  vice  versa. 
rom  a  classified  internal  revenue  district  to  a  bureau  of  the  Treasury 
nent  in  which  business  relating  to  the  internal  revenue  is  ^^ansacted,  and 
sa. 

-om  the  of&ce  of  the  Solicitor  of  the  Treasury  to  a  classified  customs  dis- 
d  vice  versa. 

om  a  classified  post-office  to  the  railway  mail  service,  and  vice  versa, 
om  the  railwaymailservicetothePost-OfSce  Department,  and  vice  versa, 
om  a  classified  post-office  to  the  Post-Office  Department,  and  vice  versa. 
railway  mail  clerks  of  the  same  grade  from  one  Stat«  or  division  to 
State  or  division. 

sea  post  clorfcs  to  the  railway  mail  or  postal  service,  and  vice  versa, 
on  to  Y>e  so  transferred  must  have  been  at  least  six  months  in  the  classi- 
ice.  An  examination  ia  necessary  for  moat  of  these  transfers,  but  the 
.ion  can  not  give  a  transfer  examination  except  on  the  nomination  of  the 
the  department  to  which  the  person  is  to  be  transferred,  and  in  no  case 
Commission  take  the  initiative  in  the  arrangements  for  such  transfer, 
spondence,  therefore,  in  regard  to  such  transfers  must  be  had  with  the 
he  department  to  wnich  a  transfer  is  desired. 


(19)  METHOD  OF  MARKING  EXAMINATION  PAPEES. 
lowing  method  is  observed  in  marking  examination  papers  by  the  central 

txaminers  of  the  Commission: 

n  examination  is  held  the  papers  are  arranged  by  sheets  or  subjects  and 
irded  under  seal  to  the  Commission.  When  they  are  reached  in  the 
larking  they  are  distributed  by  sheets  to  the  examiners,  examiner  A  being 
if  sheets  1,  exandner  B  all  of  sheets  3,  examiner  C  all  of  sheets  8,  aud  so 
;ets  being  distributed  to  as  many  examiners  as  there  are  subjects  in  the 

examination  to  be  marked.  After  the  papers  are  marked  in  the  first 
ley  are  redistributed,  and  the  first  marking  is  reviewed  by  other  exam- 
hen  all  of  the  papers  of  an  examination  have  been  marked  and  reviewed, 
fh  compietitor  are  then  for  the  first  time  assembled  or  brought  together, 
.1  average  is  ascertained,  bis  declaration  envelope  is  opened,  and  the 
1  sheet  to  which  he  has  signed  his  name  is  attached  to  his  examination 
he  identity  of  the  competitor,  therefore,  is  not  disclosed  until  his  papers 

marked  and  reviewed  and  his  general  average  determined.     As  the 
•  specific  errors  are  all  fixed  by  the  roles  for  marking,  and  as  each  sub- 
ked  by  one  examiner  and  reviewed  by  another,  it  will  be  seen  that  abso- 
tiolity  and  accuracy  and  uniformity  are  secured  in  the  work. 
from  the  markings  are  sometimes  made  by  comx>etitors,  but  the  chances 

a  higher' average  by  such  action  are  very  remote.  In  reviewing  papers 
t  ia  barely  possible  that  an  additional  error  on  the  part  of  a  competitor 
23 2 
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Itia7^  discovered,  which  waa  not  observed  by  either  the  first  e 
reviewer  in  markiiig,  but  eirors  on  the  part  of  ezaminere  in  making  charges  a: 
seldom  found,  as  the  work  of  each  ezaouner  is  verified  and  checked  in  evei 
particnlu*  by  another. 


(20)  REOULATIOK  VI. 

HARBINQ  OF  EXAMINATION  PAPERS. 

1.  As  soon  as  practicable  after  an  examination  the  papers  of  the  competibK 
ehall  be  marked  and  the  general  average  of  each  ascertained. 

2.  A  competitor,  after  receiving  notice  of  hia  grade,  may,  in  person  or  by  dal 
authorized  agent,  in  the  presence  of  an  examiner,  inspect  bis  examination  paper 
and,  if  in  hi^  opinion  injustice  has  been  done  him,  he  may,  within  thirty  da; 
after  the  receipt  of  notice,  appeal  to  the  Commiaaion,  specifying  particnlarly  an 
in  detail  the  cause  of  the  complaint.  The  Commisaion  will  promptly  decide  a 
encb  appeals,  and,  if  necessary,  revise  the  marking  of  appellant's  papers,  or  othe 
wisc'do  justice  in  the  premises. 

8.  All  examination  papers  shall  he  marked  under  the  following  rales: 

Hark  every  correct  WMwer I  ino 

MarkeT6rirfaultyBjisweraecordii«toit8TslQeoua6CBleof  100     The   difference   between  tl 

(u  herem  speciScally  directed,  and  deduct  the  sum  of  the       earn  aC  the  error  marks 

error  marks  of  each  answer  from  100.  each  answer  and  100  will  1 

I     the  mark  ot  the  answer. 

Orthoorapht. 

deduct 

For  each  error  In  orthography  vben  the  exercise  consists  of  a>  words 

For  each  error  in  orthoKraphy  when  the  exercise  consists  of  10  words 

For  each  error  in  capitalization .____..____ 

For  each  failure  to  use  the  hyphen  when  required  inacumpoimd  word .■... 

For  each  wrong;  use  of  the  hyphen - _ 

For  each  failure  to  use  period  to  denote  an  abbreviation  when  exercise  consists  of  SO 

(7)  For  each  failure  to  use  period  to  denote  an  abbreviation  when  the  exercise  consists  of 
10  words - 

Copying. — Writing  from  dictation. 

In  this  exeraim  no  word  or  date  shall  be  abbreviated. 

(1)  For  each  error  in  orthography,  but  no  chaise  to  be  made  for  the  repeated  misspell- 
ing of  the  same  word  in  the  same  manner 

(K)  For  each  word  omitted 

(3)  For  each  word  inserted  or  added  - 

(t)  For  each  word  sobstitnted* - — 

(6)  For  each  transjioBition — 

(6)  For  each  abbreviation 

(7)  For  each  error  in  capitalization - 

(8)  For  each  gross  error  in'theuseor  the  omission  of  a  punctuation  mark _ _ 

(9)  For  each  (ailore  to  nse  the  hyphen  when  required 

(lOj  For  each  wrong  use  of  hyphen 

(11)  For  each  error  m  the  division  of  words 

(12)  For  irregularity  in  left-hand  margin 1 1( 

Copying. — Writing  from  plain  copy  or  from  rough  draft. 


mproperly  inserted:  Provided.  ThAt 
I  or  morecoDsecntive  words,  if  the  wordsdo 
le  of  the  copy!  that  a  deduction  of  20  shall  bo 
Ltr  one  line;  and  that  a  proportionate  dednc- 


*  No  charge  shall  be  made  for  the  omission  of  Ibe  word  or  words  in  place  of  which  the  mbsi 
t  The  cipher  is  considered  as  a  flgnre.  . 


■  .'.odivGooi^Ic 


'  cacb  nbbreiiatloD  not  In  the  cap; 

Bach  fsilare  to  capitalize  according  to  copy  . . 

fitcb  failure  to  psrsgraph  according  h 
irregnlarltr in loft-iiand  margin.. 


) copy    . 


of  a  line--. 


enrb  omiasion  of  the  liyptieniD  divldii^a  word  at  the  end  of  a  line 

toilure  tofadentas  in  copy  (oaly  onediarge  to  be  made  in  theeiercbe)... 
Bich  Tarlitlon  troD  tba  printed  copy  in  the  use  of  parentheses,  brackete,  oi 

nterlineatton,  want  of  neatuesa.  etc 

Penmanship. 

fnmansbip  *  according  to  its  value  on  a  scale  of  100. 

ELEMENTS  OP  THE  ENGLISH  LANGUAGE. 
«  giTen  (or  correction  shall 
bat  would  be  produced ' 


Bg  lOO  bv 


tliee 


n  the  sent 

„j  shall  be  added  tt 

Te<:ted,  and  each  error  s 
suiting  from  a  diTision  o 
1  this  subject  (letter  w 


._, byditid- 

^ntained  in  the  sen- 
rrora  are  made  in 


wUl'be 
the  tol- 


hich  di 

larked  in  the  discretion  of  thi 

wing  coDsitleratiuns:  (J)  Whether  the  answer  covers 
ledueation:  (2)  whether  it  Is  accurate:  (3)  whether  it 

ununbiguoiu:  (4)  as  to  the  degree  of  inxoriDation  and 
ipaclty  It  exhibits. 

LETTER  WBITING. 
larking  the  letter,  form,  style,  and  matter  will  each  be 
HTked  on  a  scale  of  100.  and  the  sam  of  these  marks  will 

divided  by  8. 

larking  the  letter,  the  errors  mentioned  below  shall  be 
arged  to  form,  aa  follows: 

FVomlOO 

iadon  of  data  line 10 


i;  (3)  sabscription 

each  error  In  spelling,  but  no  charge  b 
node  for  the  repeated  misspelling  of  the  si 
Tord  in  the  at""*  — -.-.-^- 


onctuat^  and'in'tiie  nSB  of 

h  failure  to  use  the  hyphen  wlffin  required 


■acb  omisaion  ot  the  hyphen  In  dividii^  a 


Inlte  directions  can  be  gi> 


latter  of  the  le 


in  paragTAphing .  1  to  3 
en  for  markiDg  the  style 
a  judgment  of  the  exam- 
the  value  of  each. 


hetorical  expresdon;  „,  — _  _. 

igemeDt  (not  Including  grammatical  conatmction), 
irmlniQe  the  mark  r " —  "  — •"  ' •- 


The  SI 


the  I 


In  the  discretion 


from  a  dMslon  of  the  sumS 
the  markings  on  form,  style, 
and  matter  by  3  will  be  the 


ue^nenn 


:)  infcll&n( 


ship,  legibility,  rapidity,  formatioh  Ot  letters,  and  general 


Abithmztic. 
Notation  and  Numeration. 

tit  the  (ign  t.£.oT other  denonlnatloni  at  qiuotttr, or  for  OB)  Pom 

«  nmiwkni  or  the  HnbatHntloD  of  one  lor  the  other ]  (.Mty   y— ^ 

■mn-mdeiuniiliiAtlOD  of  dBdmal:  rumohpluvmoteiaiedlnKtvo 1  <U>  P(^M 

B  reqntred  decimal  eipromod  »■«  common  (or  Tnl««r)  frsction S  tl^ 

?ach  nnmErBtlon  paint  placed  to  the  right  of  the  decbna]  potnt 

each  Die  of  the  comnui  where  the  decimal  point  ahonld  be  naed 

each  ow  of  the  period  where  the  comma  ihoold  be  naed 

«)W!bngnnrnib*Mtnted., J  ^~™^ 

«acb  flgnre  toMrted ; (  ^WtT*^ 

each  figure  preflied  oriuOzed j  WTie^ 

each  flgnre  omitted T. 1  Ptacea, 

Incomplete  or  Incorrect  pointing 5tol  «TOi,t,_d 

omlwlon  of  the  bjrpliBn  In  compound  worda,  when  the  omlaafon  leads  to  ambi-  ^BUied^   ' 

iitr - -,.„  1  st*t«g^ 

use  of  BuperflDaaa  cipher  or  cipberi  at  the  left  of  an  Integer __  •Rising- 

writing  centa  and  mlUs  aa  a  decimal  part  of  a  dollar  when  an  amonnt  of  United  ^Ach  6C= 

atetmoaej'  li  required  to  be  eiprewed  Inwards 1 

■ipreMing  In  figures  and  signs  quantities  required  to  be  expressed  In  words, 

cording  to  gravity  of  error __ lOtoW 

expressing  In  words  quantities  required  to  be  expressed  in  figures  and  signs,  >,, 

oordlng  to  grartty  of  error lOtolfl  -„,     '*" 

*»'  Por 
FundattKntal  Ridei.  ,        -Br— 

'3)  Pot 

each  error  (n  compntatlon 1  «)  5. 

errors  In  pointing  oBT  decimals:  for  one  place 8  <6)  p-^,^ 

for  two  places a  («)(■(»_ 

for  three  or  more  places 8 

uss  of  the  comma  where  the  decimal  point  should  be  used 1 

error  In  copying  figures  from  printed  queation __ 1  ' 

each  eraaion  of  a  decimal  or  common  traction  test  In  copying  from  printed  1  ^^  tr^^ 

ibjWIou 8  Joupa*.^^^ 

error  In  copying  flguresfrom  work,  wrong  result  being  obtained 1  D«vi 

error  In  copying  figures  from  work,  right  result  being  obtained ""^cr^ 

Indicating  wrong  process,  but  performing  correct  process 1  "-^ 

Fractions  and  Problema,  ,      Oj:^ 

(Above  cbarge*  for  fundamental  rules  apply  also  to  fractions  and  problems.)  H'~^ 

irohloms  involving  but  one  step  or  operation,  for  wrong  process,  producing  Incor-  fS^>. 

It  result -- 10  (B;^ 

robloms  involving  mora  than  one  step  or  operation,  for  the  first  wrongprocees,a<;-  '?J^ 

rdlug  to  gravity  of  error,  £S  to  TS;  tor  each  subaequent  wrong  process,  according  to  *S  J^ 

avtty  of  error l5to7 

(vmploxstatement.procesB  or  method,  right  result  being  produced I 

'hen  "work"  or  "operation  In  foil"  Is  required,  the  correct  answer  la  given,  but  (8^^ 

"work"  Is  shown 7. 

fractions  In  answer  not  reduced  to  lowest  terms 1 

Bnomlnato  nnrabers,  tor  errors  in  qnantlty  of  one  denomination  contained  In  a 

it  of  a  higher  denomination  or  for  failure  to  express  the  acawer  in  the  several  ,      (IO  ^^ 

nominations,  beginning  with  the  hlgbist.  according  to  the  gravity  of  the  error. .  lOtoZ  ^^8e  -^r~- 

ilutlon  is  incomplete,  oredit  in  proportion  to  correct  work  done.  (U  '^^, 

error  In  subtraction  of  dates  In   problems  in  Interest,  discount,  and  partial 

ymenta 10  tot 

omitting  days  of  grace  In  problems  in  bank  discount,  or  in  other  problems  when  (Ij-  ^^ 

•clft*i a  (13  J*. 

'ben  "  work"  or  "operation  In  (nil "  is  required,  the  correct  answer  Is  given  and 

n  procenl)  clearly  indicated,  but  not  written  In  full lOtol. 

)  attempt  la  made  loanawar 10 

failure  to  indicate  t be  answer  In  problems  by  the  letters^  Ant,,  or  otherwise I 

each  failure  to  use  the  sign  t  or  £,  or  any  other  monetary  or  commercial  sign,  or  ^l^^^ 

y  sign  by  which  the  relatioosot  qnaotitles  are  expressed,  when  the  oaeot  such  (]g, 

Milulrvd  In  the  statement  or  solution  of  a  problem I  q.^ 


•'^a'^ 


21 

dedttct- 
ItlpHntlan.  tar  eaeh  falhire  to  nee  a  flgnrcof  tiM  moHfpHer,  or  for  tntiiag- 

cipher  »s  »  unit  in  the  nmltipbur X 

lehtnuBpoeitiointf  flRnreBinprooefls 10 

vln  J  proof  iEBle«d  of  eolntion T8 

ipying  ft  decimal  MS  whole  nnnl'bsr,  bat  traatliig  it  correctly  u  ft  dedmal  in 
dutloD StolO 

GEOSBAPHY,  HISTOBT,  AND  QOTEBNUBNT. 

Dg  thsM  BUbjectB,  eatih  aoBwer  sliidl  be  marked,  In  the  discretion  o(  the  examlnam, 
o  its  lalue  on  a  scale  of  100. 

e  question  requires  in  the  aDawer  a  Bpeclfled  niunber  of  StatM.  conntrles,  persons, 
tloiB,  or  tbingB,  the  quotient  arising  from  tbe  divtBlonuf  lOO  bythe  Qomberof  States, 
!tc.,  required,  shall  be  tbe  credit  to  be  Klveu  for  each  State,  conntry.  etc,  correctly 
.  greater  number  is  given  in  the  answer  than  is  reqnlred,  the  additions!  nomber  of 
itries,  etc,  shall  be  added  tfl  the  nimiber  required  by  the  question,  and  the  quotient 
n  the  dlTision  of  100  by  the  nninber  thaa  obtained  shall  be  the  credit  to  be  givan  tor 
country,  etc,  correctly  named. 

BOOKKEEPING  AND  ACCOUNTS. 

From  100 
dednct— 

islon  of  heading  or  for  wrong  hsadins _ 20 

reed  items  (every  item  that  jhould  Be  a  debit  being  made  a  credit,  and  vice 

) SO 

y  misplacHoeiit  of  credits  or  debits  (where  the  preceding  mle  does  not  apply)  10 
alon  of  date  or  item  orimproper  insertion  of  the  same 10 


re  to  bring  balance  down  when  required 10 

PBACTICE  OF  BOOKKEEPING. 
int  subjects  In  the  practice  ot  bookkaei^g  are  weighted  as  tolhnrs:  Day  book,  1: 
dger,  1;  balance  sheet,  1.    Total,  4. 

FromlOD 

rant  of  neatness  -  - 6to% 

ncorrectform  — Gtott 

nnlaaion  of  daybook  entries  in  jonmal-daybook. - flO 

iBch  error  in  computation G 

ach  error  in  ]oiiTnaliiiBg_._ , _ 10 

ach  omission  of  an  item,  according  to  importance  of  the  item  omitted 10  to  20 

ach  omission  of  a  folio,  or  for  wrong  folio..._. .^_^...  1 

ach  omission  of  a  date,  or  any  part  thereof,  or  for  wrong  date £ 

tied^  That  not  iqore  than  10  shall  be  deducted  on  occonnt  of  dates,  nor  more 

1 10  on  accmiDt  of  folios. 

icb  omission  of  wa  initial  ot  a  ntune,  or  Incorrect  iottial,  or  other  gms  error 

uues  ot  firms  or  individnals .- S 

ied.  That  where  the  same  error  is  repeated  no  additional  charge  shall  be 

e  omission  of  inventory  in  daybook  or  journal- daybook S 

ch  abbreviation  ot  ledger  heading  (eioept  in  names  of  individnals  or  firms), 
nisaion  of  an  initial,  or  for  a  wrong  Initial  or  gross  faDore  t«  conform  to 

ch  omission  of  a  folio,  or  for  Incorrectffolio  - 1 

ch  omission  of  a  date  or  any  part  thereof,  or  for  incorrect  date 2 

ed.  That  not  more  than  10  diall  be  deducted  on  account  of  dates,  nor  more 
10  on  acconnt  of  folios;  and  that  when  a  date  or  folio  is  the  same  as  that  of 
receding  item  in  the  account  and  on  the  siume  aide  ot  the  account,  no  charge 
be  roade  for  failure  to  repeat  the  same. 

ting  a  -nrongamonnt _ fi 

rjnDg  to  a  wrong  account,  or  to  tbe  wrong  side  of  an  acconnt S 

.  omlsaion  ot  an  item  inpostii^ 6 

itiUK  an  item  out  of  Its  proper  order E 

nro  to  close  the  ledger  when  all  the  acconots.ara  ivqntred  to  be  closed. .         tO 


I)  For  tallnre  to  close  tbe  ledger  when  the  aocconts  dunrlnc  kna  and  B»ln  are 
required  to  be  closed -,-- 

I)  For  faanre  to  close  one  or  more  Bcconnts  reqnired  to  be  closed,  in  each  ease 

Prontded,  Tbftt  the  charges  shall  not  exceed  those  xpecifled  in  Boles  U  and  19. 

I)  In  cUwIng  an  acconDt  having  an  iDTentory,  for  omlstion  ot  iDventory 

!)  For  cloHltig  an  acconnt  into  a  wrong  account 6t( 

I)  Pot  nalng  wrong  colored  ink.  for  each  error 

Froeided,  That  not  more  than  15  shall  be  deducted  on  account  of  color  nt  Ink, 

I)  For  (onlBnloa  of  loss  and  gain  account- _ _.. 

i)  For  omissfon  to  bring  down  a  balance,  or  for  bringing  down  a  balance  on  the 
wrong  side  of  the  account,  in  each  case - 

Pnmidtd,  That  not  mote  than  SOehall  be  chained  for  omisdona  or  errors  in  balanraa, 

I)  For  omission  of  date  in  bringing  down  balance  - 

')  For  bringing  down  loss  or  gain  as  balance 

I)  For  each  error  in  footing  acconnts.  or  (or  incorrect  balance 

I)  For  grossly  Imprcper  mllng,  or  for  failure  to  toot  the  aooonnta.  or  tor  other  groae 
errors  not  herein  specifled 6t< 


For  each  error  In  traneferrlng  ledger  footings  or  balances  to  trial  balance 

For  each  error  in  balance  sheet  altecting  theamonnts-.- -.. 

If  the  trial  balance  does  not  balance  (irrespective  of  the  origin  of  tbfl  error).,.... 

For  a  forced  balance. 

For  the  omission  of  a  ledger  foDo  or  for  an  incorrect  folio 

Provided,  rhat  not  more  than  5  shall  be  deducted  on  acconnt  of  errors  in  foUoa. 
Fororasares,  incorrect  form,  and  other  errors  not  herein  spedSed • 


FOB  HABETKG  THE  ' 

(Hallway  Hafl  ai 


OF 
i  Postal  Services,) 


>  marks  are  given  for  this  anbject— one  for  accnracr,  the  other  for  speed.  The  smn  of  the 
for  accuracy  and  for  speed,  divided  by  3,  gives  the  average  for  the  subject, 
mart  for  accuracy  will  be  determined  by  the  following  rule:  Conntall  the  errors  on  the 
which  were  read  within  the  ten  minutes  allowed  for  the  exercise  and  count  two  errors  (or 
iddrees  not  read  within  the  ten  tolnates  (if  there  be  any  such) .  It  the  sam  of  all  the  errorv 
oond  is  more  than  an  average  of  2  to  each  address  (I.  e,.  to  each  card)  reject  tbe  eicess. 
act  tbe  Bom  of  these  errors,  thus  found,  from  100,  and  the  result  will  be  the  mark  foraccu- 


autes _    (S 


above  table  shows  the  mark  for  every  half  minute,  when  the  competitor  reads  all  the 
ssea  in  ten  minutes  or  less.  If  all  the  addresses  are  not  read  wltMn  teu  minutes  the  mark 
e  determined  as  follows:  For  eachcard  not  read  wltbin  tenminutesachargeof  1.2(oiteaiid 
tnths)  will  be  made,  and  the  sum  of  these  chaiges  subtracted  from  60  will  give  tbe  mark 
eed. 

SPECIAL  KXAHINATI0N8. 

examiners  must,  when  rules  for  marking  the  technical,  special  skjil,  or  practical  teat 
of  any  examination  have  not  been  prescribed,  determine  upon  their  own  judgment  tbe 
of  the  aoswerain  such  parts  of  any  examination;  but,  as  far  as  practicable,  thep^ersot 
il  examinations  must  be  marked  under  these  rules. 

BXAKINATTON  IN  TYPEWRITING. 


addition  to  penmanship,  letter  writing,  and  a 
ules.  the  examination  in  typewriting  consisti 
glngin  tabular  form  certain  data  given  in  the  q 
~  spacii^  exercise,  inte 


of  the  machine.  4.  A  dictation  exercise, 
the  practical  subjects  of  thlseiamiQatloc 
I  subject  is  determined  by  dividing  the  si 


Ithmetic.  which  are  marked  nnd»»  the  gen- 
of  four  practical  subjects:  1.  Tabulating— 
lestion.  2.  Transcribing  rough  draft  3.  A 
fledge  o(  the  nse  and  adjnst- 


Speed  and  accuracy  will  be  considered  in 
each  beingmarked  on  a  scale  of  100.    The  average 
m  of  the  marks  on  speed  and  at 


iij)  J*  - 


ibvladog  eierdss  will  be  marhed  under  the  folloirliiK  rales: 

Ii'TomlOn 
deduct— 

omitting  the  general  heading        - _  10 

improper  general  heading 5tolo 

each  column  heading  omitted  (total  charges  not  to  exceed  15) S 

Inoccnrades  In  column  headlogs  (total  chai^fen) 3  to  10 

eMh  irregolar  margin  to  ooIuinnB 3  to  10 

Bucli  oolunm  omitted  or  enbetituted. — 26 

Mlomn  added 10 

?ach  ahbrevlation  contrary  to  inatrnctioDEi  (total  cha^ee  Dot  toerceed  361 6 

iBCh  nnnecsasary  mn-over  to  following  line - .___._,„. fi 

'ACh  word oritem  omitted,  added,  or  changed  (for  the  omlBsion  of  a  whole  line 

and  for  each  tranflpodtlon  of  itetnf B 

ach  error  In  the  name  of  an  IndiTidnal,  StAte,  or  place,  and  for  each  error  in 
ir  entrleB  (ontr  one  charge  to  he  made  for  the  full  name  of  an  Individual  or  for 

igle  calnmn  entry  or  for  the  repeated  mlaspelllDg  of  the  same  word) _ 6 

ich  error  in  spelling  In  headings,  and  for  other  minor  errors  not  specified 2  to  S 

antof  neatness  by  reason  of  hlota,  eraanrea,  etc _ _ G  tolt 

ich  comma  nsed  in  place  of  a  decimal  point,  or  <Hce  versa  (total  Cbarge  not  to 

dIOl-..- i 

correct  punctuation -.- - .'. S  tolO 

ch  error  not  Bpedfled  above - 5  to  10 

IBUiiBD  will  be  marked  according  to  the  following  scale:  U  the  competitor  consume 
7  mlantee  in  tabulating  he  will  be  credited  with  100.  When  the  time  consumed  Is 
iwenty  minutes  and  not  more  than  thirty  minutea,  1  of  1  will  be  deducted  from  100 
Linute  consumed  more  than  twenty  minutes-  Wben  the  time  conHnmed  is  more  than 
ites  and  not  more  tlian  forty-two  minutes,  }  ot  1  will  be  deducted  from  (K  for  every 
mmed  more  than  thMy  minutes.  When  the  time  consumed  is  more  than  forty-two 
I  not  more  than  aiity  minutes,  1  will  be  deducted  from  86  for  every  minute  consumed 
orty-two  miuulee.  When  the  time  consumed  Is  more  than  nlity  minates  and  not 
Ighty  minntes,  14  will  be  deducted  from  68  for  every  minute  consumed  more  than 

2.  Traiuicribing  rough  draft. 

draft  eierdBB  will  be  marked  under  the  following  rules: 

From  100 
deduct— 

I  error  In  orthography B 

.  word  or  flKuret  omitted:  Provided.  That  a  deduction  of  10  shall  be  made  for 
Ission  oftnoormore  consecutive  words,lfthewordB  omitted  do  not  coDsMtn  te 
ban  one  printed  line  of  the  copy;  that  a  deduction  of  20  shall  be  made  for  the 
<n  of  two  printed  lines  or  more  tban  one  line;  and  that  a  proportionate  deduc- 

ill  be  made  tor  the  omission  ot  a  greater  number  of  printed  lines S 

word  inserted  or  added - — 5 

word  or  figure  substituled _ _ G 

transposltioii G 

ibbrovitttion  not  in  the  copy _ _ G 

failure  to  capitalize  according  to  copy - ---- 5 

'allare  to  punctuate  according  to  copy .* G 

'allure  to  paragraph  according  te  copy G 

ilarity  In  left-hand  mai^in _ _ G 

vision  of  a  word  at  the  end  of  a  line _ __.  3 

mission  of  the  hyphen  In  dividing  a  word  at  the  end  of  aline 1 

i  to  iadeat  as  in  copy  (only  one  charge  to  be  made  in  the  exercise) G 

arlatlon  from  the  printed  copy  in  the  use  of  parentheses,  brackets,  or  the 
— - , - G 

ED  will  be  marked  according  to  the  following  scale:  If  tie  competitor  consume 
lutes  in  transcribing  rough  draft,  he  will  be  credited  with  100.  When  the  time 
re  thautwelveminutesand  not  more  than  twenty  minutes,  l  otl  will  be  deducted 
Fy  Tolnnte  consumed  more  than  twelve  minutes.  When  the  time  consumed  Is 
ty  minutes  and  not  more  than  thirty.  ].  of  1  will  be  deducted  from  BG  for  every 
id  more  than  twenty  minntes.    When  the  time  consumed  is  more  than  thirty 

more  tlian  forty  minutes,  I  will  lie  deducted  from  8T.60  for  every  minute  con- 
a  thirty  minutes     When  the  time  consumed  is  more  than  forty  minutes  and  not 

minutes,  3  will  be  deducted  from  7T  fiO  tor  every  mlnnte  consumed  more  than 


In  the  copying  and  apsciiig  exercise  parUcnlar  coiiaidertttion  will  be  given  to  tl 
THEUNEB  AND  THE  BPACiNO  BKTWEEN  UNE8.  the  Competitor  being  required  to 
aapOBBlble,  ufacimile  of  the  copy. 

The  copying  and  spacing  exercise  will  be  marked  under  the  following  mles: 


<7>    Va 
CTba 


ir  sabetitnted . . 


If  For  each  line  omitted 

each  error  in  orthography 

I)  For  each  word  or  flgnre  omitted,  Inserted,  added,  o 

')  For  each  transposition -- 

E)  For  each  failare  to  pnnctnate  according  to  copy 

)r  each  fallnre  to  paragraph  according  to  copy — 

I)  For  omission  of  hyphen  in  dividing  a  word  at  the  end  of  a  line. 
~      each  variation  from  the  printed  copy  not  covered  by  the  al 


D  will  be  marked  ui 


tr  the  rnle  tor  i 


The  dictation  exerciae  will  be  marked  under  the  following  mles; 

.)  For  each  error  in  orthography - ... 

!>  For  each  word  omitted^  added,  or  Bubatitnted - - - 

I)  For  the  ploral  number  Instead  of  the  aingnlar,  or  the  sint^nlar  instead  of  th> 

when  the  grammatical  correctness  is  not  affected : 

U  For  each  gross  error  in  pnnctnation __ ___ 

i)  For  each  tranBpodtion 

I)  For  each  abbreriation 

■)  For  each  error  in  capitalization 

I)  For  each  failure  to  use  the  hyphen  when  reqalred — 

I)  For  each  wrong  ase  of  the  hyphen 

I|  For  each  error  tn  division  of  worda 

>reach  irregularity  in  left-hand  margin - -- _,..,_..„..____..._ 


of  lOI 


of  nU 

by  2.  tb 

this  ms 


Mart  - 

racy  la     , 
ToSiK.'fl 


It  of  n< 


)  For  each  cc 

TIUECONSVUED  will  he  marked  according  to  the  following  scale:  ForaBPBEtt 
minnte  a  credit  of  100  will  be  given,  and  for  every  word  in  speed  less  (han  85  pe 
be  deducted  from  103  down  to  and  including  45  words  per  minute.  For  a  spaed  ( 
minute  a  credit  of  80  will  he  given,  and  tor  every  word  In  speed  leas  than45dowi 
ingSS,  adedoction  of  It  from  SO  will  bemade.    For  a  speed  of  35 


a  letters,  words,  figures,  or  punctuation,  with  pen  and 


33  than  35  a  deduction  of  Z  from  OS 


'?"If'*f»^ 


ESASnNATlON  IN  STENOGRAPHY. 

In  addition  to  penmanship,  letter-writing,  and  ariUmaetic,  which  are  marked  nn 
rules,  this  examination  consists  of  two  exercises  in  dictation,  to  be  written  by  th 
stenographic  characters,  which  he  must  then  transcribe  Into  longhand.  One  of 
a  selection  from  a  speech  and  the  other  is  a  letter,  each  containing  SOO  words, 
will  be  compared  with  the  printed  text  from  which  the  dictation  was  given,  and 
made  for  errors  under  the  following  rules: 


(11  For  each  word  omitted,  added,  or  substituted — 

(3)  For  each  word  misspelled - 

(3)  For  tbeoseof  the  plaral  instead  of  the  singular,  or  the  singular  Instead  of  th< 
when  the  grammatical  correctness  is  not  affected,  1  toS;  when  the  gran 

correctness  is  affected- - 

(1)  For  each  gross  error  In  CBpitallzatioD  or  punctuation 

(6)  For  each  transposition — 

(fl)  For  each  error  in  divl^on  of  words - 
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TromlOO 
deduct— 

fkHnre  to  DBS  hyphen  when  required 1 

ftbbrevl»tion 1 

re  Co  tranBctil»  b  line  or  a  portion  of  B  line  of  the  stenoftraphlc  notes,  accord- 
he  number  of  words 8  to  M 

7  errors  In  nnmernls  will  be  determined  bjr  the  namber  of  words  reqalred  to  write 

•ark  for  occvract  it  only  10,  no  endit  itflt  be  given  for  ipetd. 
■nt  element  in  this  examlDBtioD  is  speed  In  writing  the  stenosraphic  notes,  which 
td  upon  the  toUowlng  scale:  For  a  speed  of  ItO  words  or  mont  per  mlnnte  a  credit 
given.   For  every  word  less  than  110  and  not  leas  tluui  80  a  charge  of  .5  will  be 
-  speed  of  lew  than  flO  a  chai^  of  .T5  will  be  deducted  (roro  70  for  every  word  less 


'  2  is  given  to  stenography,  and  a  weight  of  I  to  typewriting.  The  general  average 
i  who  stand  upon  the  register  in  stenography,  and  also  apon  the  register  in  typa- 
be  ascertained,  and  the  general  average  of  eaoh  eligible  In  stenography  maltlplled 
Inct  added  to  hie  general  average  in  typewriting,  and  the  snm  divided  by  3^  In 
a  general  average  of  those  who  ore  eligiUe  in  both  stenc^raphy  and  typewriting 

INSTRUCTIONS  FOR  MAHKraO  TELEGRAPBY. 

sctjcal  questions  according  to  the  completeness  and  accuracy  of  the  answers. 

■60Biving"and  "sending"  eiercises  separately,  giving  credit  tor  speed  and  accu- 

lance  with  the  rules  given  below. 

^neral  average  add  the  average  on  the  "practical  qneetlons,"  the  "sending  ezer- 

"  receiving  exercise,"  and  divide  the  snm  by  3. 

a  eierclses  should  conidst  of  about  ITS  words,  '" 

of  W  words  a  minate  in  "sending  "or  "recelvii^"  give  a  mark  of  100, 

From  100 

-dlesB  than  Ml  words  a  minute 1.5 

.  omitted,  added,  or  substituted  in  sending  or  receiving G 

fective  sending _ 6  to  IB 

foctive  copy  in  receiving _ 6  to  IS 

eak"  In  "sending"  or  "receiving" 2 

GENERAL  PROVISIONS, 
the  pencil  In  performing  any  work  required  to  be  written  in  ink  a  charge  at  10 
not  covered  by  the  foregoing  roles  will  be  niarked  in  the  discretion  of  the  eiam- 


1  to  the  C 

nation  papers  of  every  competitor  must  be  marked  and  reviewed  by  the  board  of 
each  examiner  shall  initial  every  paper  marked  or  reviewed  by  bim.  Each  exam- 
s  a  subject  shall  mark  and  initial  with  pencil  or  ink  of  different  color  from  that  of 
k  used  by  any  other  examiner  marking  the  eame  subject, 

loted  must  be  indicated  by  nuderUning  or  otherwise.  Theoborge  for  each  error 
icticable,  be  noted  on  the  margin  of  the  sheet, 

,he  average  of  the  marks  on  any  subject  by  dividing  the  sum  of  the  credits  by  the 
itions,  the  imanswered  questions  must  be  counted  in  obtaining  the  divisor. 
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iM,  giTM  tbe  general  averftge.  The  following  is  a  form  on  the  first  sheet  of 
']«rk-copjist  eiBminatioii,  giving  tbe  subjects  In  that  examinaticm  and  their 
be  weig&ta,  snd  illaBtrating  tbe  method  of  obtaining  tbe  general  average 
the  avenge  in  eacli  subject  has  been  determined: 

CLEBK-COPYIST  EXAMINATION. 


Snbiecta. 

Aver- 

ISS. 

IS?- 

we^Es. 

9D 

t 

870 

rtde  the  sum  of  the  prodncta  by  the  mm  of  pelaUve  weights 

a) 

1,7» 

Ignres  above  in  tbe  colonm  headed  "  averages "  are  assmned  averages 
I  to  illustrate  the  method  of  obtaining  the  genertd  average. 
id  one-half  consecutive  botirs  are  allowed  for  this  examination. 

First  Svbjeitt.— Orthography.     {Clk.  ser.  S8-iO.) 

Lg  is  dictated  hy  the  examiner.    The  words  are  written  by  tbe  competitor. 

ank  spaces  indicated  on  tbe  first  sheet  of  the  examination. 

Ilowing  ia  a  list  of  twenty  words  used  as  a  spelling  exercise. 

iminer  pronouncea  each  word  and  gives  its  definition  as  printed  beloie.  The 

rr  ia  required  to  write  ONLY  the  word  and  not  its  d^nilion. 


•,nce.     Suspension;  t«mpotary 

preseion. 

'jement.     Tbe  state  of  being  be- 

'ed,  as  by  tbe  death  of  a,  tela- 

ice.     State  of  being  diligent; 

ful  attention. 

ie.     To  pass  judgment  upon; 

id  fault  with. 

:e.     To  make  even  or  equal. 

IS.  Sweettothetaste;  charm- 

ielightfnl. 

'on.     Disagreement  in  opin- 

trife;  discord. 

le.      Care;   anxiety;  nneasi- 

^tce.  Oraphic;  wild  and 
ful,    like    a   picture;   as,  a 

s.  Saroaesing;  eztraordi- 
remarkable;  as,  an  egre- 
ustabe. 


11.  Democracy.     A    republic;    govern- 

ment by  the  people. 

12.  Becompenae.    To  pay  for;  to  com- 

pensate; remuneration. 

13.  Damageable.      Liable  to    damage; 

hurtful;  pemicions. 

14.  Ninetieth.    Next  in  order  after  the 

eighty-ninth. 

15.  Quarreling.    Engaged  in  a  qoarrel; 

as,  quarreling  factions. 

16.  Sodabililp.     The  quality  of  being 

sociable. 
IT.  Zealoas.    Full  of  zeal;  ardent;  ear- 

18.  Spectacle.  A  remarkable  or  un- 
usual sight;  a  show. 

18.  Eccentric.  Irr^olar;  erratic;  odd; 
as,  an  eccentric  person. 

20.  Spontaneous.  Voluntary;  nncom- 
pelled;  as,  a  spontaneons  growth 
of  v^etation. 
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8n»KD  SctJtCT. —Fentnan^dp. 

9.  &-TW  ^lA  on  pMnnaoAlp  Is  dMenniiMd  br  ladbOitr.  mMUy.  n»«m«>».  and  ga 
ApficATaiice,  Aod  bj  oorrflcbwH  and  iiiUf<ffnnt7  In  the  fcmiutlca  of  irc*d>,  WtlAm,  mud  p 
tmtiop  nufks  in  tlw  Second  ExerciH  of  the  Third  Sab>eet— WrlUnB  from  tMix  cop;. 

Tbird  Subject.— Copifinff. 

B.  B Tba  qMlIiiig.  nae  (rf  mpltals,  prmctiutuHi.  and  all  omlHioaa  and  mlMaksa  >i 

■  l.E.ud3(if  thlsimbject.    Pennumsh 

IB  S,  but  is  not  comidered  in  Durkint:  other  sobjecta  of 

-TFrt/tng/rwi  dtefatiOB. 

Odc  of  the  examiners  dictates  an  exercise  of  not  lees  thaa  ten  lines  so  distinctljr 
that  ^  the  persons  being  eiamined  can  hear  him.  The  passage  is  first  read  for  infor- 
mation, and  then  dictated  in  phrases  of  five  orsix  words,  at  the  rate  of  from  fifteen 
to  twenty-flTe  words  per  niinnte.  If  from  any  canse  the  competitor  misses  a  word, 
be  is  caiitioued  not  to  panse,  bat  to  leave  a  bl^nk  space  and  go  on  with  Ute  next 
word  he  hears.    Thre«  minntes  are  allowed  after  the  dictation  for  pnnctaation 


Second  Exercise.— Writing  from  jdain  copy.     (Clfc,  «er.  SI.) 

Copy  the  following  precisely,  pnnctnatiDg  as  in  copy,  and  indicating  small 
capitals  and  italics  by  proper  marks: 

Sec.  8.  That  whenever,  in  the  judgment  of  the  head  of  any  Department,  Mm 
dnties  assigned  to  a  clerk  of  one  class  can  be  as  well  performed  by  a  clerk  of  a 
iV   lower  class  or  by  a  female  clerk,  it  shall  be  lawfnl  for  him  to  diminish  the  nnm- 
\     ber  of  clerks  of  the  higher  grade  and  increase  the  number  of  the  clerks  of  the  lower 
^      grade  within  the  limit  of  the  total  appropriation  for  such  clerical  service:  Pro- 
vided, That  in  making  any  reduction  of  force  in  any  of  the  Executive  Depart- 
.,       ments,  the  bead  of  snch  Department  shall  retain  those  persons  who  may  be  equally 
'     qualified  who  have  been  honorably  discharged  from  the  military  or  naval  serv- 
ice of  the  United  States,  and  the  widows  and  orphans  of  deceased  soldiers  and 
sailors.    (19  Stats.,  2^.) 

Third  Exercite. — Writing  from  rough  draff.     (Ser.  t.) 

Ttie  competitor  is  required  to  make  a  fair  copy,  ready  for  signature,  on  a  blank 
sheet,  of  a  roogh-dtaft  letter,  snch  as  appears  on  the  opposite  sheet,  punctuating 
and  c^ntalizing  as  in  the  copy,  but  writing  in  full  all  abbreviated  words. 

To  fit  the  page  the  copy  is  greatly  reduced  from  the  original. 

FoDBTH  Busjexyt.— Letter-writing.     (Clh.  ser.  17.) 

N.  B.— This  eierciBe  is  deragned  cbteflr  to  test  the  competitor's  akUl  in  simple  Engllsb  compasl- 
tJoD.  In  marking  the  letter^  ita  errors  in  form  and  address,  in  spelliDft.  capitals,  pnnctnatlon, 
syntax,  and  style,  and  Its  adherence  to  the  subject  are  cooadered. 

The  competitor  writes  a  letter  on  the  subject  given  by  the  examiners.  The  fol- 
lowing letter  subject  has  been  used:  "  The  advantages  of  a  common-school  ednea- 
tion  to  a  busineae  or  professional  man." 

The  competitor  mnet  avoid  allnsion  to  his  political  or  religions  opinions  or 
afBliations.  The  letter  must  contain  not  less  than  150  words,  must  be  addressed 
to  the  "  United  States  Civil  Service  Commissiwi,  Washington,  D.C., "and  most  be 
dated  at  the  place  where  the  examination  is  held.  The  examination  number,  at»d 
not  the  name  of  the  competitor,  must  be  used  for  a  signature  to  the  letter. 
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iinh  draft.  Oer.a). 
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Fifth  Subject.— ^ritftmeKc.     (8er 


1.  Add  the  following; 


5j-rfg- 


p5S!o3i-igSS--5it- 


2.  Bipteee  the  following  in  eign  and  Sgnree: 

lion  seven  hundred  and  fifteen  million  one  hundred  emd  eighteen  thon- 
y  dollara  and  one  cent. 

3.  From  g  of  i  aabtract  1  of  i,  and  express  the  answer  as  a  decimal 

4.  Two  nombers  multiplied  together  eqnal  28,007,330.  One-fifth  of 
ambereb636.    Whatarethemunbets? 

5.  The  annual  tax  on  property  valned  at  $30,400  is  $357.  At  the  same 
'onld  be  the  annual  tax  on  property  rained  at  $7,400? 

e.  A  merchant's  price  for  certain  goods  was  60  per  cent  mote  than 
lowed  a  customer  a  discount  of  22)- per  cent.  The  cnstomer's  bill  then 
•$310.  How  mnch  profit  did  the  merchant  make  on  the  sale? 
J.  A  Bum  of  money  inTeBt«d  at  7  per  cent  per  anDum,  simple  interest, 
iyearsand  six:  months  amount  to  |953.65.  At  this  rate,  how  much 
will  be  required  before  principtd  and  interest  together  amount  to 

i.  If  a  grocer  sell  a  sack  of  cofFee  for  17  cents  a  pound  he  will  lose 
sell  it  for  25  cents  a  pound  he  will  gain  $0.  How  many  pounds  are  in 
i  how  much  per  pound  did  it  cost  the  grocer? 

t.  A  publialier  printed  an  edition  ot  50,000  copies  of  a  certain  book. 
W  copies  at  $1.35  per  copy,  which  was  at  a  profit  of  25  per  cent,and 
sr  of  the  edition  was  sold  for  $15,000.  What  per  cent  did  the  pub- 
or  lose  on  the  whole  edition  ? 

0.  During  a  year  of  365  days  the  total  amount  paid  for  gaslight  by 
its  of  a  certain  city  was  $2,784,453.60,  There  were  37,640  houses  in 
'aging  6  rooms  each,  and  for  every  3  rooms  there  were  five  gas  bnm- 
suming  6  cubic  feet  per  hour,  laxA  burning  4  hours  each  night.  What 
per  1,000  cubic  feet? 

re  will  hereafter  be  no  supplementary  examinationa. — All  examinations 
lown  as  snpplementaries  will  hereafter  be  treated  as  special  or  tech- 
will  include  all  that  have  heretofore  been  included  in  the  snpplemen- 
er  with  some  other  subjects.  This  change  will  affect  chiefly  the  former 
:y  examinations  in  typewriting,  st«nography,  proof  reading,  law,  and 
jages.  These  will  hereafter  be  complete  in  themselves,  and  a  basis 
will  not  have  to  be  taken  preliminary  to  taking  them.  Persons  who 
>cial  or  technical  examinations  will  have  their  names  entered  on  the 
mical  register  only.  Those  whowishto  become  eligible  on  the  clerk- 
er  znust  file  a  separate  application  and  take  the  complete  clerk-copy- 
on  independently  of  the  special  or  technical.  A  separate  application 
-ed  for  each  special  or  technical  examination,  except  that  one  appli- 
swer  for  both  sialography  and  typewriting,  and  one  will  answer  for 
agu&geB. 
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TVPEWJUTING  EXAMINATION— SPECIAL. 


Second— Lettar-initliig 

Tblrd— Aiithmettc 

Fourth— TabnlAtlDB 

Firth— Tranacrltdiks  ronah  draft . . 

Slzth—UopyliiKandBiiadng 

Beventh— WrlOng  from  dictation. 

Total 


For  explanation  of  the  "relative  weiglits"  and  of  the  method  of  detemuniiig 
the  "general  average"  see  clerk-copyist  examination. 

Five  consecntive  hours  are  allowed  for  this  examination.  Speed  and  accuracy 
are  of  equal  weight  in  the  last  four  exercises  of  this  examination: 

As  the  first,  second,  and  third  euhjects  will  answer  for  both  typewriting  and 
stenography,  a  competitor  taking  both  examinations  will  be  examined  bat  once 
on  those  snbjects,  and  the  time  for  the  two  examinations  will  be  limited  to  6^ 
hoars. 

A  competitor  may  take  either  the  typewriting  or  the  stenography  examination, 
or  both,  tmt  the  passing  of  either  or  both  of  these  examinations  will  not  entitle 
him  to  have  his  name  entered  npon  any  other  eligible  register. 

A  competitor  may  be  certified  from  the  register  of  either  the  typewriting  or 
stenography  examination  according  to  which  he  has  passed ;  his  failnre  to  paas 
one  will  not  affect  his  standing  in  the  other.  When  a  competitor  passes  on 
both  examinations,  they  are  combined  and  a  general  average  is  ascertained  for 
the  purpose  of  certification.  In  ascertaining  this  general  average  a  weight  of 
1  is  given  to  typewriting  and  3  to  stenography. 

The  first  and  second  subjects  are  substantially  the  same  as  the  second  and  fourth 
subjects  of  the  clerk-copyist  examination. 

Third  Svbject.— Arithmetic.     (Ser.  1.) 

N.  B. — In  solving  problems  tlie  work  should  be  not  merely  indicated,  but  given 
in  full  on  this  sheet,  showing  how  the  answers  are  obtained.    The  a 
problem  should  bo  indicated  by  writing  "Ans.''  after  it. 

Question  1.  Express  In  words  the  following: 

55,009,876,011.0011931- 

Qnestion  3.  Add  the  following: 


s 

Questions.  Divide  i5  by  the  sum  of  3,V  aid  Sit;  add.OIl{f  to  the  quotient;  mul- 
tiply the  sum  by  j,  and  from  the  product  subtract  .03{,  and  express  the  answer 
in  decimals. 

Question  i.  A  merchcmt  imported  190  sacks  of  salt,  on  which  he  paid  a  duty  of 
13  cents  per  hundred  pounds.  If  the  duty  amotmted  to  (31.92,  what  was  the  aver- 
age number  of  pounds  to  tlie  sack? 

Question  6.  If  a  stock  paying  7  per  cent  annually  can  be  bought  for  91,  and  a 
St.   '         "        *  "  ■       "  "   " 
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tHI  KIKIIStOI,  >0.  S. 


LOAX   DIVI8I0V. 


Tbm  folloalBK  at. 


iDt  ahon.    In  d«t*ll,   tb*  b«aij 
of  Um  Of  f  ta*  of  (b«  Trasaurai 
•d  StatM  for  «&■  flaasl  jtmr  UBS-U 


OiAntetar  of  BnalMMa. 

P«idlns 
/nlT  1. 
1883. 

iMolvwd     : 

*urinc 

1884. 

raid  Intaraat  shotta.ro- 
aard«4.prov«4  >a  to  Mowita. 

38.544 

: 

Paid  o>inpana,ei)nntad,r*- 

cotntad.and  aaba^iilad  .... 

1M.444 

1.6M.S16    : 

Uhltad  Stataa  bonda  ro- 
ealvad  for  rodaqntoOiaxaa- 
laad  aa  to   •■all>,aaal«nMDi, 
■Id  Intaraat  alloranaa  .... 

37,987    : 

maaallanooua  lAiltad  Statoa 

139 

10. U»  : 

Intaraat  chaaka  laaaad, 
oxiBlned,«nt*r«d,«ddr«aaad, 
and  iMllad 

i 

Chaaka  and  dapoalt   eartlf- 
leataa   laanad  In  iMjwam  of 

or  axahanead 

Manuaorlpt   lattara  »rltt«i 

Prlntad  foraa  fUlad  in 
■na  Biitlad 

t   t    1 

132.117 

•^ 
">,- 

"»,- 


„Gix.^<,. 


t  SOBJEcrr.— Copying  and  tabulating.    (Sup.  »er.  4.) 

is  required  to  write  with  typewriter,  on  a  blank  sheet,  ia  tabdlar 
hds,  with  proper  headings,  the  following  facts,  witbont  abbrevia- 

sts  on  the  machine  will  |not  be  permitted,  hot  the  table  may  be 
icil  or  pen  on  ecratch  paper  and  copied  in  typewriting  on  the 

d  value  of  the  different  denominations  of  national-bank  notea 
iT  redeemed,  and  the  nnmber  ontstandlng  for  the  year  1887  were 

,677  were  issued,  the  value  of  which  was  $23,167,677,  of  which 
3  were  redeemed  and  391,374  remained  ontstanding:  of  twoa, 

a  value  of  $15,495,038,  were  issued,  7,646,720  redeemed,  and 
nding;  of  fives,  there  were  100,455,524  issued,  having  a  value  of 
hich  number  85,170,919  were  redeemed  and  15,284,705  remained 
ens,  42,762,799,  having  a  value  of  $427,627,990,  were  issued,  of 
J,799,938  were  redeemed  and  8,862,871  were  left  outstanding;  of 
ete  13,301,145  issued,  having  a  value  of  $266,032,900,  of  which 
I  were  redeemed  and  3,209,304  left  outstanding;  of  fifties,  1,849,618 
ing  the  value  of  $92,480,650,  of  which  number  1,536,143  were 
;,470  remained  outstanding;  of  one  hundreds,  1,375,146,  having  a 
600,  were  issued,  of  which  1,137,452  were  redeemed  and  247,694 

of  five  hundreds,  23,924,  having  the  value  of  $11,963,000,  were 
^,393  were  redeemed  and  631  left  outstanding;  aud  of  one  tbou- 
■■  issued  7,869,  of  tlie  value  of  $7,369,000,  of  which  number  7,305 
id  64  left  outstanding,  making  a  total  number  of  190,690,716  notes 

aggregate  value  of  $1,483,917,475,  of  which  numbra  162,180,004 
ned,  leaving  outstanding  28,510,713  notes. 

Fifth  Subject.— TVaiiscribing  rough  draft 

■  is  required  to  make,  on  a  blank  sheet,  a  fair  copy,  ready  for  sig- 
h-draft letter  such  as  appears  on  the  opposite  sheet,  punctuating 
IS  in  the  copy,  but  writing  in  full  all  abbreviated  words. 
the  copy  is  greatly  reduced  from  the  original.  ■ 

Sixth  Subject. — Copying  and  spacing. 

r  is  required  to  copy  the  eserciae  shown  on  the  opposite  sheet, 
ccurately  in  every  particular,  including  punctuation  and  other 
g  all  spaces  between  lines  and  between  words,  figures,  and  char- 
ilative  positions  of  the  lines  on  the  sheet. 

shed  t«  the  competitor  is  aphotolithograph  of  a  sheet  which  has 
with  a  machine  of  the  same  make  as  the  one  the  competitor  usea 
on— a  Remington  No.  2,  a.  Callgraph,  or  a  Hammond,  etc.  The 
:,  therefore,  to  experience  no  difficulty  in  eicactly  reproducing  the 
lim.  On  the  opposite  sheet  is  a  photolithographic  copy  of  a  sam- 
rednced  in  size. 

Seventh  Subject. —WritiTtg  from  dictation. 

niners  dictates  a  passage  of  about  175  words,  which  tbe  compet- 
o  write  with  the  typewriter  in  a  space  left  below  the  question, 
■st  read  for  information  and  then  dictated  in  groups  of  five  or  six 
has  the  same  value  as  accuracy  in  this  examination,  the  eraminer 
ts  the  competitor  may  desire  and  indicate.    The  examiner  gives 


■:-,'0d::vGOO<^IC 


,,Gooi^Ic 


owing  are  Bftuiples  of  the  exercises  used  for  this  examination : 

dictation  exebcise  for  the  letter. 

Port  of  New  York, 
Aj^raiaer'a  Office,  November  4, 1887. 
ail  myself  of  the  opportunity  afforded  by  the  request  contained,  in  yotir 
ter  of  the  2l8t  ultimo  to  testify  to  the  braiefidal  and  practical  results  of 
item,  aa  observed  during  the  past  two  years  in  the  classified  service  of 
Solicitationa  for  places,  when  made,  have  been  of  an  inoffensive  char- 
ging on  the  part  of  those  who  have  passed  the  eiaminations  a  natural  ■ 
I  desire  of  obtaining  position,  or  an  interest  in  their  success  or  that  of 
s.  The  laws  governing  appointments  have  become  too  well  known  and 
and  hare  been  too  strictly  enforced  to  warrant  any  hope  of  evading  the 
Jwn  on  a  mere  claim  for  appointment.  The  character  and  capacity  of 
itedunderthe  rules,  as  shown  by  their  diligence  and  faithfulnese  in  the 
f  their  duties  and  in  their  creditable  efforts  for  advancement,  have 
1  very  few  exceptions,  to  be  of  an  order  above  the  average;  while  the 
:t  of  the  new  system  upon  the  moral  and  business  efficiency  of  the  office 
mt  satisfactory.  The  result  of  the  prohibition,  by  civil-aervice  act  of 
1383,  of  the  soliciting  or  receiving  in  Government  offices  of  assessments 
ions  for  political  purpose}^  has  accomplished  much  toward  elevating 
>ne  of  employfa,  purifying  and  protecting  their  work,  and  thereby 
le  value  of  their  Hervices  to  the  Ctovernment. 
;tfully, 

Appraifier, 
■  U.  a.  Civil  Service  Commission, 

Washington,  D.  C. 

DICTATION  exercise  FOR  THE  SPEECH. 

aany  ways  in  which  the  convenience  and  comfort  of  those  who  have 
I  our  pnblic  offices  may  be  promoted  by  a  thoughtful  and  obliging 
shall  expect  those  whom  I  may  appoint  to  justify  their  selection  by  a 
■fficiency  in  the  discharge  of  their  duties.  Honorable  pari^  service 
not  be  esteemed  by  me  a  disqualification  for  public  office,  but  it  will 
I  allowed  to  serve  as  a  shield  of  official  negligence,  incompetency,  or 

It  is  entirely  creditable  to  seek  pnblic  office  by  proper  methods  and 
lotives,  and  all  applicants  will  be  treated  with  consideration.  But  I 
I  the  heads  of  Departments  wilt  need,  time  for  inquiry  and  delibera- 
mt  importunity  will  not,  therefore,  be  the  best  support  of  an  appli- 
Heads  of  Departments,  Bureaus,  and  all  other  pnblic  officers  hav- 
ioncected  therewith  will  be  expected  to  enforce  the  civil-service  law 
3ut  evasion.    Beyond  this  obvious  duty  I  hope  to  do  somethingmore 

reform  of  the  civil  service.  The  ideal,  or  even  my  own  ideal,  I  shall 
ttain.  Retrospect  will  be  a  safer  basis  of  judgment  than  promises, 
low^ver,  I  am  sure,  be  able  to  put  our  civil  service  upon  a,  nonpar- 
il  we  have  secured  an  incumbency  that  fair-minded  men  of  the  oppo- 
■ove  for  impartiality  and  integrity.  As  the  number  of  such  in  the 
eased  removals  from  office  will  diminish. 
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MESSENGER  AND  WATCHMAN  EXAMINATION. 


SnbJtcl. 

BeUUve 

wnigbtil. 

1 

' 

x[diuiation  of  the  "relative  wdgbtH"  and  tlie  method  lA  detOTinin: 
b1  average,"  see  the  clerk-copyist  examination, 
consecutive  honrs  will  be  allowed  for  this  examination. 
>eciiiien  qnestions  can  be  fomittbed  at  preoent. 
mbjects  are  sabstantially  the  same,  but  slightly  more  difflcnlt  thai 
printer's  aasiBtant  examination  printed  below.    In  addition,  a  part 
;  exercise  consiste  iir  copying  from  mannscript  and  addressee  wri 
it  handwritings. 


Bureau  of  Engraving  and  Printing— Treasury  Department. 

gxamination  can  be  given  only  in  Wflshington  and  at  snch  times  as  th 
ervice  require.  It  can  not  be  given  in  connection  with  other  depart 
ations.  Those  who  have  applications  on  file  will  be  notified  when  an 
will  oe  held.  There  is  ordinarily  but  one  examination  a.  year  of  thi 
is  nsoally  held  early  in  3ei)t«mber,  and  applications  for  it  shonld 
rlier  than  Angust  1 .  The  nomber  of  applicants  each  year  is  very  gr« 
)f  the  needs  of  the  service. 


First— OrthoKrai*r 1 

Becand— PennumsMp 1 

Third— Copying 1 

Fonrtli- Aritlunetic 1 

Total * 

xplanation  of  the  '  ■  relative  weights "  and  the  method  of  determini 
al  average,"  see  clerk-copyist  esamination. 

ime  allowed  for  this  examination  is  limited  to  fonr  consecutive  hoa 
Irst  and  second  aabjects  of  this  examination  are  similar  in  character 
Ictilt  than  the  corresponding  subjects  of  the  clerk-copyist  ezaminatii 
'd  subject  is  the  same  as  the  second  exercise  of  the  third  snbject  i 
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FouRTg  BvBJV(7i.~Arithtnetic. 


ion  2.  Ezprees  in  figures,  eighteen  hunched  one. 

ion  3.  Write  in  words  the  following  amonnt:  |98»,701.50. 

ion  4.  Prom  1735,315.75  take  J310,836.85. 

ion  5.  Multiply  3,975,486  by  87. 

ion  e.  Divide  110,134  by  171. 

on  7.  If  a  skilled  helper  earn  $1.50  and  a  printer's  assistant  earn  $1.35  a 

r  much  will  both  earn  in  a  year  of  300  working  days? 

on  S.  If  a  sldUed  helper  earn  $37o  in  a  year,  how  mnch  will-  be  have  left 

ing  his  board  at  the  rat«  of  $18  a  month? 

m  8.  Add  3.750,325  and  20,101 ;  from  the  enm  eabtract  775. 

in  10,  If  a  printer's  assistant  spend  50  cents  a  week  (six  working  days) 

-car  tickets,  how  mnch  will  she  spend  in  a  year  of  300  working  days  ? 

EXAMINATION  IN  MODERN  LANGITAaES-^PBCIAL. 


-    SnbJectB. 

weight^ 

15 

20 

toation  of  the  "  relative  weights  "  and  the  method  of  determining  the 
''erage,"  see  the  clerk-copyist  examination. 

lecutive  hotirs  are  allowed  for  this  examination.  If  a  competitor  is 
more  than  one  language,  two  hours  are  allowed  for  each  language 
it,  as  the  competitor  will  not  be  given  the  first  four  snbjects  in  con- 
i  the  other  languages.  The  competitorls  name  will  be  entered  upon 
■egister  of  each  examination  in  which  he  makes  an  eligible  average. 
«Gond,  and  third  subjects  of  this  examination  are  substantially  the 
first,  second,  and  fourth  subjects  of  the  clerk-copyist  examination, 
ibject  ia  substantially  the  same  as  the  third  subject  of  the  typewrit- 


JUBJECT, — TranBlation  from.  French  to  English.    {Sup.  ser.  1.) 

aons  devons  d'abord,  dans  I'Scole,  former  des  hommee  et  des  femmea 
ment  tremp^e,  notre  premier  souci  doit  Stre  ensuite  d'y  former 
Or,  c'est  ce  qu'on  a  compMtement  oubli^  dans  notre  syst^me  actnel 
t.  A.  part  quelqnee  banality  litt^rairee,  dict^es  ou  r^cit^es,  sur  la 
France  et  ramour  de  la  patrie,  I'enfant  n'entend  presque  jamais 
ays,  <ie  la  constitation  qui  le  r6git,  des  droits  qnll  sera  appel6  &  y 


B  corrMatifB  k  txa  drotta.  Un  bon  6\irre  c 
\ea  dotue  tribos  d'lata^  et  la  r^le  dea  pardcipee ;  i 
sen  citoyen  oa  ipnwre  Ae  citoyen.  it  peine  Bams-t-i 
nbliqne.  et  ce  qne  si^fient  lea  61ectionB  poor  to  SteAt 
t(*.  ponr  lee  ConBeilB  d^partementaax  et  commimaiu 
inr  de  lai,  aiuqiu^Ues  bientot  il  va  prendre  part.  Une 
renir  k  un  tkgaae  despotiqne  qui  ne  rent  qne  bmtale 
doer  wee  volont^ :  elle  serait  en  contradiction  flagrante 
le  discnasian  d'elections  bbrea. 

I  Subject.— TVarwIo (ion /nxn  EagluHi  to  FreneJt. 
ittaer  cbange  that  has.  it  mnst  be  admitted,  done  far 
il  comforts  of  the  poorest  cla«s  than  better  food,  highe 
ar«  no  longer  imprisoned  for  debt.  No  crime  known  ti 
I  the  jails  and  prisoiiH  as  the  crime  of  dsbt.  and  the  ch 
!bt  was  the  most  defenseless  and  dependent,  the  great 
s,  and  of  laborers;  those,  in  short,  who  depend  on  tht 
!y  bread.  One  handred  years  ago  the  laborer  who  fell 
:  of  a  fever,  was  enre  to  be  seized  by  the  sheriff  the  mo 
irried  to  jail  for  the  bill  of  a  few  dollars  which  he  had 
t  tbe  hnckater'B  or  the  tarem. 


rr.—Trajwlatvinfram  Oerman  to  EnglUh.     (Sup.  ter. 

lisponirt  worden,  dass  der  B&r  erst  anfgespflrt,  nnd  6 
t  einen  Halbzirkel  nngefahr  100  Jftgem  zngetrieben 
un  bestinmitea  Tage  alle  diese  Anordnnngen  in  m^ 
ind  sanuntliche  Lente  angestellt  waren.  ertfinte  das 
jd,  eln  langgehaltener  Waldhomton,  schneU  gef  olgt  vol 
lenten  nnd  dem  Oeschrei  der  Treiber.  Eis  daaerte  nic! 
ner  Rechten,  wo  Herr  Konesko  stand,  ein  Scbnss  d 
war  alles  wieder  mhig.  Naoh  einigen  Minnten  bOrt« 
alich  lant  dnrch  die  dichten  Qebfleche  brechen,  da  i 
I  Octobertagen  nebet  dem  Bascheln  der  den  Boden  » 
das  Oer&nsch  der  Schritte  eines  jeden  lanfenden  Thi 


Subject. - 


■Translation  from  English  to  German. 
Bight,  seem  etrange  that,  after  so  many  years  of  int 
\  tottering,  and  of  blind  groping,  there  shonld  sudde 
:  crowd  of  poets  and  novelists,  historians  and  essayists 
war  for  independence.  But  the  fact  is  merely  another 
h,  of  which  the  history  of  every  people  is  replete  with  e: 
)(l8  of  national  comniotion.  disorder,  and  contention  ar 
riods  of  mental  activity.  Whatever  can  turn  the  mint 
in  which  they  have  long  been  running,  and  stir  them 
never  yet  failed  to  produce  most  salntary  and  lasting  t 

ITALIAN. 

Vranalation  from  Italian  fo  English.     {State  Dept,  op 

i  appartenente  ai  cittadini  di  nna  delle  parti  contraenti 
ire  o  soffrire  qualche  avaria  sulle  coste  o  nei  dominii  di 
nello  steaso  modo  che  si  nsae 


rinfortunio,  permettendo  alia  medeflima  di 


tennb)  o  parti  di  eeao,  senza  pagtU'e  nessmi  diritto  di  sorta,  eccetto  qnello 
isere  dovnto  eopra  gli  articoli  lasciati  per  la  constimazione. 

Fifth  Sc eject.— IVansfa(io»  from  English  to  Italmn. 

h  contractmg  parties  agree  that,  in  the  tintortimate  BTent  of  a  war 
lein,  the  private  property  of  their  respective  citizens  and  subjects,  with 
ion  of  contraband  of  war,  shall  be  exempt  from  capture  or  seizure,  on 
las  or  elsewhere,  by  the  armed  vesaelB  or  by  the  military  forces  of  either 
rfng  understood  that  this  exemption  shall  not  extend  to  vessels  and  their 
lich  may  attempt  to  enter  a  port  blockaded  by  the  naval  forces  of  either 


ECTi — TVansUition  from  Spanish  to  English.     (State Dept.,  op.»er.  1.) 

algtmos  efectoB,  mercancias  6  propiedades  de  los  designados  en  laa 
era  y  segunda  se  trasladaren  6,  algnn  lugsj-  no  ocnpado  k  la  saz6n  por 
de  los  E^stadoB  ITuidos;  al  introdncirse  k  tal  lugar,  6  al  venderse  6  con- 
>1,  gaedar&nsojetos&loBipiBmosderechos  quebajolasleyeemezicanaB 
ig-ar  en  tales  casos  si  se  bubieran  importado  en  tiempo  de  paz  por  las 
ritimas  y  hubiesen  pagado  en  ellas  loa  derechos  que  eetablece  el  afaacel 

Fifth  Subject. — Translation  from  English  to  Spanish. 

Y  shall  be  ratified  by  the  President  of  the  United  States  of  America, 
the  advice  and  consent  .of  the  Senate  thereof,  and  by  the  President  of 
RepttBlic,  with  the  previous  approbation  of  its  General  Congress;  and 
ous  shall  be  exchanged  in  the  city  of  Washington,  or  at  the  seat  of 
of  Mexico,  in  four  months  from  the  date  of  the  signature  hereof,  or 
jticahle- 


3UBJBCT. — Translation  from  Danish  to  English.     (Sup.  ser.  S.) 

^er  have  et  saayndigt,  venligt,  fredsftltlJdaeende,  at  maii,ved  ITan- 
tilbag*  til  deres  Oprindelse,  aldrig  erindres  om  nogen  voldsom  Natur- 

(e  synes  ikke  ved  noget  Jordskalv  at  vare  opkastede,  ei  heller  gjen- 

en  vftldiS'  Vandfiod,  men  snarere  at  have  opdukket  sagtelig  af  det 

Sletteme  ere  jevneog  store;  Bakkemefkaogsmaaogblidt  afrnn- 

iratte  Skr&nter,  ingen  dybe  Huler  minde  om  Jordens  Podaelskamp. 

3  ikke  vildt  paa  8kyh6ie  Fjeldrygge,  men  leire  aig  som  et  levende 

M  (ftbare  Marker.  Bakkene  styrte  sig  ikke  ned  i  sknmmende  Fosser, 
„  mtSrke  KlOfter.  men  glide  stille  og  klare  hen  mellem  Siv  c^  Erat. 

B-TH  SCBJECT. — Translation  from  English  to  Danish. 
if  Ca.nada  presentsgreatestremesof  heat  and  cold,  especially  in  the 
1  uartof  the  pfv™'*-  The  seasons  of  spring,  siunmer, and  autumn 
fween  the  months  of  May  and  September.  In  October  the  frosts 
November  and  the  first  three  weeks  of  December  snow  storms 
After  this  period  the  atmosphere  clears,  an  intense  and  dry  frost 
tinnes  Tintil  April  or  May,  during  the  whole  of  which  time  the 
,  rtf  fl.  brigb-^  azare  hue.    Throughoutthislongwinter  the  gronnd 
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EXAMINATION  IN  PBOOF-READINO-SPECIAL. 


^nbjects. 

AelaiiTS 

welghtB. 

Firat-PennumJiip _... 

k 
11 

K-'^S?f;KSs^t 

20 

anation  of  the  "  relative  weights  "  and  of  the  method  ot  determinmg  the 

Tentge,"  eee  clerk-copyiat  examination. 

setratiTe  honra  are  allowed  (or  this  examination. 

and  secoDd  subjects  are  anbatantially  the  same  as  the  second  and  fonrth 

the  clerk-copyist  examination. 

1  subject  is  aabstaatially  the  same  as  the  third  subject  of  the  typewrit- 

th  subject  of  this  examination — practical  qnestions— contains  qneetions 
phy,  syntax,  pnnctnation  marks  (pnnctoation  accent,  sonnd,  and  proof- 
irks) ,  also  in  regard  to  kinds  of  type,  imposing  of  forms,  implements 
«r's  art,  etc. 

subject— correction  of  proof— consists  of  two  or  three  ezerdsee  in 
oof-reading. 


TELEGRAPHY  EXAMINATION— SPECIAL. 


Subjects. 

Mi" 

t_Ortbo«mi  h 

1 

30 

lation  of  the  "relative  weight*  "and  the  method  of  determining  the 
irage,"  see  the  clerk-copyist  examination, 
cutive  hours  are  allowed  for  this  examination, 
econd,  and  third  subjects  are  anbatantially  the  same  as  the  first, 
ourth  subjects  of  the  clerk-copyist  examination.    The  fourth  subject 
ly  the  same  as  the  third  subject  of  the  typewriting  examination, 
bject — practical  qneetions- relates  to  the  instnmientfi,  wires,  battories, 
nomena,  and  other  matters  connected  with  practical  telegraphy.    The 
—the  practical  test^-consists  of  an  exercise  in  "sending"  and  one  in 
in  both  of  which  all  errors,  "breaks."  and  other  defects  are  noted 
Speed,  accuracy,  and  quality  are  all  considered  in  marking  these 
aple  guestiops  can  be  furnished. 

'■Xpert  telegrapher  ui  required  to  conduct  this  examinatioti  and,  as  it 
tble  to  send  a  telegraphef  to  tlie  different  points  on  the  routes,  this 
■an  be  0ven  only  in  Wanhington,  D.  C. 
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BUREAU  OF  PENSIONS. -SPECIAL. 

SPECIAL  EXAMINER  EXAMINATION. 


Sabjecta. 

5IS1S 

IS;f?S.°SJfflp;:::::::;:::.::.:;:;r 

e 

Rm-ElementB  of  Geography  and  History. 

9) 

on  of  the  "relative  weiights"  and  of  tiie  method  of  del 

0^,"  Bee  clerk-copyist  examination. 

itive  honre  are  allowed  for  tbis  examination. 

and,  and  third  Bubjecte  of  ttiis  examination  are  Btib 

t.  second,  and  foorth  sabjecte  of  the  clerk-copyist  exi 

FoDHTH  Subject— jirf(hme(ic  (Ser.  t6). 


{a)  Add  the  following,  and  subtract  the  lesser  e 

820,433  321,643 

189,643  388,321 

317,864  564,896 

331,643  548,319 

164,319  843,217 

843,318  788,417 


156,931        643,319 


Inltiply  1.6645  by  32.5;  from  the  product  subtract 

inder  by  35. 

.  total  amonnt  of  $17,886  is  paid  to  426  pensioners  c 

iceive  a  pension  of  $9  per  month  each,  what  is  the  ave 

;he  remainder  every  quarter? 

I  8  sx»ecial  examiners  can  investigate  30  cases  in  2 

cases  can  10  special  examiners  investigate  in  13  days  T 

.  special  examiner  and  a  clerk  together  had  $4,240 

special  examiner  having  |  as  much  as  the  clerk,    E 

at  the  end  of  a  year  the  special  examiner  had  gaine 

0  per  cent.    Which  gained  the  more  daring  the  yi 

Subject. — Elements  of  geography  and  history.  (Ser 
ame  in  order  from  east  to  west  the  States  of  the  T 
i  British  Possessions. 

1  what  State  or  between  what  States  is  the  mouth  o 
Irivera:  Columbia,  Cumberland,  Missouri,  James,  li 
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i.  lii  what  State  and  on  what  body  of  water  or  river  ia  each  of  the 
Eimed.  cities  situated:  Fort  Smith,  Hartford.  Montgomery,  Cairo,  New 
igor,  Dulnth,  Nashville,  Dubnqne,  Buffalo? 

4.  (a)  Id  what  year  did  the  war  of  1813  between  the  United  States. 
iritain  end?  ' 

3  two  important  battlea  fought  in  Canada  during  that  war. 
>  the  famous  Indian  chief  who  was  killed  in  one  of  those  battlea. 
'was  President  of  the  United  States  during  that  war? 

Sixth  Subject. —Law.     (Ser.  1.) 

1.  What  is  the  difference,  if  any,  between  evidence  and  proof  7 

2.  What  is  meant  by  competent  evidence  and  what  by  a  comx>etent 

3.  What  is  the  difference  between  primary  and  secondary  evidence? 

,  4.  If  primary  evidence  can  not  be  produced,  what,  if  anything,  is 

1  the  party  desiring  to  prodnce  secondary  evidence  to  make  the  same 

I 

1  5.  What  kind  or  quality  of  evidence. must  a  party  always  produce  to 

allegation  in  legal  proceedings  'f 
.  6.  Whatismeant  by  thecaption,and  what  by  thejuratof  anaflidavit? 

7.  Draw  a  complete  atfldavit  in  which  John  Smith  shall  properly  set 

Samuel  Jones  was  free  from  any  physical  disability  prior  to  Jones's 

in  the  military  service  of  the  United  States. 
I  8.  In  what  case  is  evidence  excluded  on  the  ground  of  public  policy? 
.6.) 

I  9.  What  is  marriage  and  what  are  impedimenta  to  a  lawful  marriage? 
E),t  least  six  impedimenta.)     (Series  No.  9.) 

1 10.  What  ia  divorce,  and  in  this  connection  what  is  understood  by 
"condonation"  and  ''recriniination"?    (Series  No.  9.) 

Seventh  Subject.— i^n*ion  Law.     {Ser.  1.) 

abject,  in  recent  aeries,  contains  ten  questions,  but  the  following  are  fair 

f  the  qneations  used  in  all  of  the  examinations.) 

n  1.  To  whom  and  for  service  in  what  wars  are  pensions  granted  under 

enacted  since  the  4th  day  of  March,  1861  ? 

■n  2.  What  ia  the  order  of  succession  of  those  entitled  to  pensions? 

n  3.  Are  the  rights  of  soldiers  and  sailors  the  same  tmder  said  laws? 

in  4.  What  is  meant  by  "line  of  duty"  as  used  in' the  pension  laws? 

ither  it  necessarily  embraces  every  aoldier  disabled  in  the  military  service. 

m  5.  Muat  a  soldier  or  sailor  be  disabled  to  obtain  a  pension  under  the 

itioned;  if  so,  what  is  the  standard  which  governs  and  what  is  the  behest 

Da  6.  What  does  the  word  "disability"  include,  and  if  a  soldier  or  sailor 

ned  for  disabOity  and  afterwards  recovers  from  the  same,  will  the  pen- 

inne? 

on  7.  Name  all  the  circumstances  or  conditions  under  or  on  which  the 

)f  a  widow  will  terminate.     (Series  No.  6. ) 

on  8.  Wbo  are  minor  children  under  the  provisions  of  the  pension  lawa? 

Iditional  pension  ia  allowed  to  the  widow  of  a  soldier  for  the  care  and 

mce  of  his  children;  and  when  does  such  additional  pension  terminate? 

fo.  6.) 
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Fifth  Svbject.— Surgery.  i 

1.  Describe  laparotomy,  and  give  in  full  the  indications  for  ■•«*(«.  . 

.  2.  Nailie  the  different  forms  of    nrethral  strictnre,  and  give  their 
.  constitational  effects. 

L  3.  Olve  the  differential  diagnoeia  between  fracture  and  dislocation  of 
f  the  hnmeruH. 

:tm  iiwji:<rt.— Medical  JurUprud^nce  and  toxicology .    {Ser.  IS.) 

1  1 .  How  can  it  be  determined  that  a  dead  body  taken  from  the  water 

at  the  time  of  immersion  ? 

3  2.  What  are  the  causes  of  rig^)r  mortis;    what  is  its  duration,  and 

litions  modify  it  f 

n  3.  dive  the  symptoms  and  treatment  of  poisoning  by  belladonna. 


iTT  EXAMINER  EXAMINATION. -PATENT  OFFICE. -SPECIAL. 


Subjects. 

BelaUve 
weights. 

FiTBt-Phv  ■ 

1 

?Sinr'M'J?"Ck'S'd™^°"'*'^ 

1 

consecntive  hours  are  allowed  for  this  examination. 

First  Subject.— Physiea. 

an  1.  What  is  the  correct  method  of  finding  the  'direction  and  intensity 
jsnltaat  of  sereral  forces,  acting  in  one  plane  npon  a  given  point,  whose 
lirections  and  intensities  are  known  ?  Give  diagram  and  demonstration, 
ion  3.  What  is  the  correct  method  of  estimating  the  rapidity  of  efBux  of 
'oni  a.  simple  circolar  aperture  in  a  vertical  wall  of  a  vessel,  supposing  the 
be  thin,  and  neglecting  friction  ?  What  influence  have  efflnz  tabes  upon 
dity  of  efflux? 

ion  8.  What  amount  of  heat  will  be  required  to  convert  1  pound  of  ice 
a  temperature  of  10"  below  0°  C.  into  steam,  taking  as  thermal  unit  the 
of  heat  required  to  raise  1  ponnd  of  water  through  1"  C? 
ion  4.  Describe  the  phenomenon    of  polarization  of  light,  and  give  its 
le. 

aon  5.  In  what  does  a  (practically)  continuous  current  of  induced  elec- 
xtnaist  ?    How  may  it  be  produced 't 

Skcond  Subject.— Tecftnics. 
tion  1.  Describe  the  phonograph,  and  the  manner  in  which  it  operates, 
pendent  upon  electricity  for  its  action  7 

tion  2.  Describe  the  various  means  used  for  artificial  refrigeration,  and 
le  natural  laws  upon  which  each  depends  for  ite  action.    Describe  an  ice 
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stion  3.  What  &re  the  different  modes  of  steam  propalBion  ? 
Btion  4.  What  is  hard  rubber?    Describe  the  procees  by  which  it  is  mann- 
ed.   State  some  of  its  uses. 
stion  5.  What  is  a  sextant?    Explain  the  manner  in  which  it  is  used. 

Third  Subject. — JUathematica  and  cJiemfstrjr. 

stion  1.  Given  a:*— a;— 40=170.    Find  the  value  of  x. 

stion  3.  Find  a  namber  such  that  if  subtracted  from  10,  and  the  remainder 

died  by  the  namber  itself,  the  product  will  be  21. 

stion  3.  A  gallon  being  231  cubic  inches,  what  is  the  capacity  in  gallons  of 

idrical  vessel  30  feet  in  diameter  and  2S  feet  in  height  ? 

stion  4.  Conatruct  a  square  which  shall  be  eqnal  to  two  given  squares. 

stion  5.  (a)  How  is  sulphuric  acid  manufactured?    (b)  What    chemical 

>na  take  place  in  the  leaden  chamber?    (c)  What  is  the  percentage  compo- 

of  bone  ash  if  Tepresented  by  the  formula— 

[Ca,  (POJJ  Ca  CO,,  the  atomic  weights  being  Ca=40,  P^^l,  C=12,  0=16? 

Fourth  Svbject.— Mechanical  drawingg. 

stion  1.  Describe  the  machine  illuBtrated  by  the  two  drawings  shown  in 

per  half  of  the  opposite  sheet ;  name  the  different  views  shown ;  name  the 

1  mechanical  elements  that  appear,  giving  their  functions.    State  the  use  of 

tchine. 

Btion  2,  Describe  the  machine  illustrated  by  the  four  drawings  shown  in 

7er  half  of  the  opposite  sheet,  and  give  its  purpose ;  name  the  mechanical 

its  that  appear,  and  indicate  their  functions. 


STATE  DEPABTMBNT  EXAMINATION.— SPECIAL.     (Ser.  3.) 


Subjects. 

weighS 

1 
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explanation  of  the  "relative  weights"  and  of  the  method  of  detemuning 

jeneral  average,"  see  clerk-copyist  examination. 

in  consecutive  hours  are  allowed  for  this  examination. 

iirat,  second,  and  third  subjects  are  substantially  the  same  as  the  first,  sec- 

nd  fourth  subjects  of  the  clerk-copyist  examination. 

iptlonal  subjects  in  the  State  Department  examination,  the  comiwtiter  may 

J  examined  in  one  or  more  of  the  modern  languages.    Such  examinationfl 

about  the  same  grade  as  the  Sfth  subject  in  the  modem  langoageaexamina- 

and  consist  of  two  exercises — one  being  the  translation  of  a  passage  of  the 

a  language  into  English,  and  the  other  the  translation  of  a  passage  of  Eng- 

te  the  foreign  tengue.     The  average  obtained^  on  an  optional  subject  is  not 

ered  in  determining  the  general  average,  but  it  is  to  the  advantege  of  a 

titer  in  the  State  Department  examination  to  show  a  fair  acquaintance  with 

t  one  of  the  modern  languages. 


TRTH   SnBJEOT.  -  Kechanical   drawings. 
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r. — Elcmentaof  the  English  language — Conttrwstion  of  sentences. 

^irxg  sentences  with  such  changes  only  as  are  neceesary  to  cor- 

a,x  aTid  in  tbe  nee  of  words: 

o  slionld.  I  meet  the  other  day  at  Smith's  and  Jones'  stm^  hat  be 

my  old  friend  Thomas. 

has  "been  sick  this  two  years  but  is  now  tolerable  well. 

3  not  tvrelve  month's  travel  in  Europe  better  calculated  to  broaden 

ay  trip  of  equal  length? 

a  attended  with  a  large  retinne;  her  arrival  was  hailed 


o  mle  given  that  apply  to  all  possible 


>  principle  la  laid  down  n 


Fifth  Subject. —AHtkTnetic. 

ie  work  Bhonld  bi 


Elxprees  one  hondred  bUlion  in  fignres,  both  according  to  the 
according  to  the  English  method. 

Ebcpreee  in  fignres,  both  in  the  forAt  of  common  fractions  and  of 
oflowing  Hjnounts:  Four  millionths,  twenty-one  thousandths,  one 
d  one-t«nth. 

Add  }  of  g  to  4},  and  from  the  sum  'subtract  2i.  (Reduce  the 
rest  terms.) 

An  ^ent  of  the  Government  was  sent  87,850  to  purchase  coal  at 
iom;  his  commission  was  2  per  cent  on  the  purchase,  which  he  was 
om  the  money  sent.  Required:  (1)  his  commiasion,  and  (2)  the 
aded  for  coal. 

.  If  the  consnlw  fees  collected  in  a  year  by  the  United  States  consul 
amount  to  £4.000,  and  his  salary  and  expenses  areS7,591.T4,  whatper- 
le  fees  can  be  paid  to  the  United  States  after  deducting  the  salary  and 
i  estimated  value  of  the  pound  sterling  being  $4.8865  ? 

ITH  Subject.— Oeograpfty  and  history.     (Ser.  S,  4,  5,  and  6.) 

1.  Between  what  parallels  and  meridians  does  the  United  States  ex- 
lawer  approHmately.) 
a.  What  are  the  boundaries  of  France  or  Oermany,  and  of  Ohio  or 

1 3.  State  the  popnlation,  respectively,  of  tbe  United  States,  the  British 

dominion  of  Canada,  France,  and  Oermany. 

a  4.  State  the  pqtnlation  of  3^)ur  native  State,  and  of  its  principal  city, 

ach. 

m  S.  State  tbe  aT«a,  in  square  miles,  of  Russia  in  Europe,  and  of  Texas. 

ya  6.  What  nation  was  at  one  time  an  ally  of  the  United  States  ?— Give 

iicnlaig  of  the  alliance. 

onl.  What  ciTcnmstences  led  to  the  threatened  war  with  France,  and 

3  it  avCTted? 

ion  8,  (a)  What  circnmetances  led  to  the  war  with  Mexico. 

f  hat  were  the  nain  results  of  that  war  to  the  United  States  ? 

icHi9.  Mention  tbe  leading  facts  in  the  life  of  either  Franklin  or  Ham- 

L-on  10.  Name  the  political  parties  in  the  national  election  of  1860. 
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Setentb  Subject. — Intertiational  laic  and  diplomatic  higtorff. 

.  State  the  ways  in  which  nationality  can  be  acquired. 

QneBtioii2.  What  is  international  law? 

Qoeation  8.  What  have  been  the  chief  contTorersiee  in  which  the  United  Stat«s 
has  been  engaged  with  foreign  powers. 

Question  4.  Oive  some  account  of  the  CHrigin  and  meaning  of  the  "Monroe 
Doctrine." 

Qneetion  5.  Mention  some  notable  events  in  the  diplomatic  hietor;  ot  the 
United  States.     (Ser.  Ko.  1.) 

Qnestlon  6.  In  what  way  and  by  what  stages  has  international  law  developed 
to  its  present  C9ndition  ? 

Question  T.  In  cases  of  diSerencea  between  sovereigns  what  are  the  modes  of 
settlement? 

Qneetion  8.  What  are  the  rules  regulating  sovereignty  over  the  high  seas  ? 

Qnestion  9.  What  is  the  law  with  regard  to  the|marine  belt  encircling  a  coast, 
and  what  is.the  law  as  to  navigable  rivers? 

Question  10.  In  what  respects  has  a  sovereign  exclusive  jnriadiction  of  the  ter- 
ritory wlUiin  his  boundaries,  and  what  exceptions  are  recognized  to  such  sover- 
eign^. 

Eighth  Subject.— Laic  (government). 

Qneetion  1.  What  are  the  functions  and  powers  of  the  Secretary  of  State? 

Question  3.  What  are  the  chief  features  ot  distinction  between  the  diplomatic 
and  consnlar  servicee? 

Question  3.  How  is  legislation  effected  in  the  United  States  generally?  Name 
some  special  processes  of  legislation. 

Qnestion  4.  To  what  extent  are  the  various  States  of  the  Union  aovereign 
powers,  and  in  what  important  respect  do  they  lack  the  quality  of  sovereignty? 

Question  5,  What  constitutes  a  treaty?  When  the  terms  of  a  treaty  are  in  con- 
flict with  the  provimoDH  of  a  statute  of  the  United  States,  which  must  be  regarded 
ae  paramonnt?  If  the  conflict  be  between  a  treaty  and  a  law  of  one  of  the  States, 
which  prevails? 


BOOKKEEPEE  EXiMINATION.— SPECIAL,  {Ser.  6.) 


Flrat— Orthogwipliy 

"    ond— Penmananip 

rd— Letter- wrJ  ting; 

Tourth— ConiinerciiJ  arithmotie 

Fifth— BookbeeplDK.  theoretical  uaeatloQS. 
Sllth— Bookkeeping,  practical 

Total 


For  explanation  of  the  "relative  weights"  and  of  the  method  of  determining 
the  "general  average,"  see  clerk-copyist  examination. 

Nine  consecutive  hours  are  allowed  for  this  exantination. 

The  flrst,  second,  and  third  subjects  are  substantially  the  same  as  the  first,  sec- 
ond, and  fourth  aubjectji  of  the  clerk-copyist  examination. 
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FouKTH  Subject.— ConMnercial  arithmetic. 


tax  asseBsed  by  a  certain  town  ia  $IS,T50;  its  property  is  valaed 
at  Tate  i>ercentis  tbetax,  and  how  mnch  wUlbepaidbyamap 
assessed  at  $6,000? 

I  these  atnoontB  across,  'placing  the  totals  in  the  spaces  pro- 
'  grand  total : 


s 

84.29 

4.2E1 
3£e.90 

I'll 

l!2S 

98. 4W 

Total. 

3 

m 

"'1 

8) 

£ 

301    1           17.76 

hat  is  the  value  in  currency  of  7,984  onnces  of  silver  bnllion  at 

(avoirdupois  weigbt)  when  gold  is  selling  at  103|? 

hat  mnst  be  paid  for  a  $300  fonr-and-a-half  per  cent  bond  in 

an  8  per  cent  investnient? 

and  H  engaged  in  bneiness  as  partners.    Q  invested  $10,000and 
tring  J  and  H  i  of  the  gains  and  losses  <no  interest  was  kept). 

the  close  of  the  year  consisted  of  cash,  $2,100;  bills  receivable, 
idiae,  $13,000;  and  personal  accounts,  $8,000, 10  per  cent  of  which 
1  worthless.    Their  liabilities  were  bills  payable,  ?1, 625;  personal 
i.    Gdrewout  during  the  year  $850  and  H  $1,075. 
■elire  from  the  firm  how  mncb  wonld  he  be  entitled  to  receive  ? 

Fifth  Subject. — Theoretical  questiong. 
ffbat  is  the  first  aixonnt  to  be  opened  in  a  doable-entry  ledger, 
it  show? 
What  is  an  inventory?    How  is  its  result  made  to  appear  in  the 

What  are  the  distinctive  functions  of  the  daybook,  joomal,  and 

ively,  in  the  economy  of  accounts? 

Wliat  does  a  ledger,  properly  kept,  show  at  all  times  ? 

Why  should  the  balance  of  stock  accounts  or  balance  of  partners' 

1  the  difEeroDce  in  the  balance  account? 

Sixth  Subject. — Bookkeeping.  pr<tclical. 
it»r  is  reqnired  to  rule  two  books  on  the  blank  sheets  furnished 
,1-dajbook,  and  a  lodger,  and  to  make  thereon  the  entries  repreeentiuK 
traiuadiioiu: 
S7,  commenced  bnBJne«B,  investing  the  followii^; 

- «6,000 

,  as  per  inventory 9,000 

house  and  lot,  640  Elm  at)  .- - 5,000 

bte  (note  agwnst  J.  H.  BnU) 3,000 

;'t  against  Chw-E.  Persons 1,600 

HMO 
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H'ch  3,  '87,  paid  drayage;  $45.50,  and  inBarance,  $17.85;  bot  of  G.  W.  Ooyer  Sd 
Co.  1,825  lb.  S.  C,  hama,  @  10  cts.  and  3,808  lb.  B.  bacon,  @  121  cts.,  accepting 
their  draft  faror  of  Third  National  Bank  for  the  amt  in  payment  thereof.  M'cli 
6,  '87,  sold  Gteo.  Biggies  100  bbl.  flonr.  @  $4.75;  10  bbl.  (i80  gal.)  aimp,  (3  50  cts. 
per  gal. ;  1S,000  lb.  hanis,  @  11  cts.  M'ch  10,  .'87,  rec'd  caah  for  rent  of  honse  at 
640  Elm  Bt.,  4  mos.,  at  $68  per  mo.;  paid  cash  for  di^ng  well  on  Elm  street  lot, 
$64.75.  M'ch  27,  '87,  drew  30  d'a'  draft  on  C.  E.  Parsons  for  amt  of  his  acct. 
which  he  accepted:  sold  Ed.  Goodrich  4,000  lb.  B.  bacon,  @  lOicts.;  10  frc's,  4,000 
lb.,  lard,  @  10  cte.,  receiving  cash  for  1,  accepted  draft  on  A.  B.  Fergneon  for 
$316,  and  balance  on  acc't.  U'ch  30,  "87,  sold  honse  and  lot  640  Elm  st.  to  Tbos. 
McKieman  for  $5,800.  receiving  cash  $2,800,  his  note,  dne  in  6  mo's  @  6  ^  for 
balance;  disconnted  Thos.  McKieman's  note  at  Third  Nat.  B'k,  money  being 
worth  4  %,  and  deposited  proceeds  in  said  bank.  Apr.  8,  "87,  paid  draft  favor 
of  C.  W.  Qoyer  &  Co.  by  sending  them  a  sight  draft  on  Gek>.  Biggies  for  the 
am't,  the  same  being  dnly  honored.  Apr.  5,  'S7,  B.  bacon  bot  of  C.  W.  Qoyer 
being  damaged,  a  disconnt'of  2^  i  on  the  am't  was  allowed.  Apr.  7,  "87,  J.  U. 
Butt  paid  $1,500  on  his  note,  and  interest  to  date,  $78.50.  Apr.  10,  '87,  paid  clerk 
hire,  $125;  for  services  of  porter,  $75. 

Merchandise  inventory,  $8,425.73. 

Close  accts,  bring  down  balances,  and  furnish  a  trial  balance  and  a  balance 
sheet. 


fATION  FOB  ASSISTANT  METEOEOLOGICAL  OBSERVEB  IN 
THE  WEATHEE  BTIBEAU.— SPECIAL.— (Set.  I). 


Snbjecls. 

Belatlve 
weights. 

PiTBt-Orth          h 

i 

T 

SO 

For  explanation  of  the  "  relative  weights  "  and  of  the  method  of  determining  the 
"  general  average,"  see  clerk-copyist  examination. 

Seven  consecutive  honxs  are  allowed  for  this  examination. 

The  first,  second,  and  third  subjects  are  similar  to  the  first,  third,  and  fonrth 
snbjects  of  the  clerk-copyist  examination  with  the  omission  of  the  dictation  exer- 
cise and  the  rongh-dmft  letter.  ' 

FoDKTH  SvhJECT.— Arithmetic. 

X.  B.~ta  solving  problems  the  work  Hhoa 
how  the  answers  are  obtained.  The  snawt 
■'Ana,"  after  it. 

Qnestion  1.  (a)  Express  in  sign  and  figures  the  following:  One  hundred  and 
thirty-two  million  nine  hundred  and  forty  thousand  and  twenty  dollars,  fonr 
cents,  and  five  mills. 

(b)  Express  in  words  the  following:  29'  11'  15' =  105,075'. 

Qnestion  2.  Divide  5.15241  by  31.805;  to  the  quotient  add  1  of  },  and  multiply 
the  sum  by  .0152. 

Qoeation  3.  A  man  paid  $528.75  for  70.5  tons  of  coal.  At  the  same  rate,  what 
shonld  he  pay  for  64.2  tons? 
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om  244-  feet  long  and  13  feet  high  contained  6,604.416  cubic 
r  many  feet  wide  wtiB  the  room? 

aler  bought  450  loi^  tons  of  coal  (&,340  ponnde  per  ton)  at 
old  it  at  (4.60  per  short  ton  (2,000  pounds  per  ton).    What  was 

Fifth  BvBJtxyr.— Meteorology. 

it   is  the  approziinate  length  of  a  column  of  meitnuy  anp- 
leure  of  the  air  at  sea  level?    Explain  how  this  may  be  deter- 

lain  how  a  barometer  may  be  need  in  determining  the  height 

low  are  the  freezing  and  boiling  points  of  a  thermometer  deter- 

er  of  degrees  Centigrade  lie  between  theee  points? 


vs  the  prominent  ways  in  which  the  atmosphere  ia  heated. 
What  is  nuderstood  by  the  mean  temperature  of  the  day? 
itained  from  observations  at  7  a.  m.,  2  p.  m.,  anA  9  p.  m.! 
w  does  an  insiilar  differ  from  a  continental  climate?    Why? 
ine  dew-point,  and  show  how  it  can  be  observed  by  use 
Qot  below  40°. 

lat  is  relative  himiidity,  and  how  is  it  obtained? 
w  is  the  direction  of  the  wind  otwerved? 
escribe  the  corona. 


hat  is  meant  by  the  density  of  a  body,  and  what  substance  is 

ird  for  comparison  ? 

man  weighing  200  Ibe.  walks  to  the  top  of  the  Washington  Monn- 

ghi  how  many  nnitji  of  work  are  expended? 

[plain  briefly  why  a  body  is  heavier  at  the  poles  of  the  earth  than 

jsmoing  the  rate  at  which  a  body  acquires  velocity  when  falling 
B3  feet  per  second,  what  distance  will  be  passed  over  from  the  3d 
1  after  the  body  starts  to  tall? 

I  the  case  of  a  lever  with  a  weight  of  1 ,000  lbs.  at  the  end  of  the 
stance  of  1  foot  from  the  fulcrum,  what  weight  will  counterbal- 
.d  of  the  long  arm,  a  distance  of  9  feet  from  the  f ulcmm? 
Inatrate  by  a  diagram  what  is  meant  by  the  index  of  refraction 

Iiplato  the  principles  involved  in  the  conatmction  of  a  mercurial 

nd  describe  the  essential  features  of  snch  an  instnunent. 

Jiplain  the  principles  of  compensation  for  temperature  as  applied 

Dompensating  pendulnm. 

CxpUiu  the  draft  of  a.chimney. 

(a)  If  the  electrical  resistance  of  a  wire  100  feet  long  is  10  ohms, 

le  Tesistanceof  a  wire  of  the  same  material  200  feet  long? 

vM  be  the  resistance  of  a  wire  of  the  same  material  100  feet  long, 

le  diameter? 
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TOPOGRAPHIC  DRAFTSMAN  EXAMINATI0N.-SPBCIAL.-(Ser.8.) 


Snbjecta 

Bebtire 

I 

Total 

» 

For  explanation  of  the  •'  relative  weights,"  and  of  the  method  of  determining 
the  "  general  average,"  see  clerk-copyiat  examination. 

Nine  consecntive  honra  are  allowed  for  this  examination. 

The  first  euhject  is  suhstantially  the  same  as  the  fourth  anbject  of  the  clerk- 
copyist  examination;  the  second  subject  is  substantially  th^  same  as  the  geography 
of  the  sixth  subject  of  the  railway  mail  clerk  examination.  The  time  occupied  by 
the  competitor  in  executing  the  work  is  taken  into  consideration  in  marking  each 
Hubjeot. 


Third  Subject.— Scafe  drawing. 


H»kB,              1 

Time 

*.  Topogrsphi- . 

Total 



= 

Compile  on  accompanying  sheet  of  drawing  paper  and 
enlarge  to  a  scale  of  ss^aa  ^^  chart  shown  on  the  shbet 
facii^  this  page,  the  scale  of  which  is  8  miles  to  1  inch. 
TTae  India  ink.    Show  scale. 


FouKTH  Subject. — Geographic  prqjeetunu. 

Under  this  subject  questions  relative  to  the  theory  of  polyconic  and  mercator 
projections  are  given,  and  in  reference  to  the  instnuuents,  books,  and  apjdiances 
necessary  to  constmct  polyconic  projections.  No  samples  of  these  questions  haVe 
been  published. 


MECHANICAL  DRAFTSMAN  EXAMINATION.— SPECIAL.— (Ser. 


Subjects. 

BelatiTS 
weights. 

S 

20 

For  explanation  of  the  "relative  weights,"  and  of  the  method  of  determining 
the  "general  average,"  see  clerk-copyist  examination. 

Eight  consecutive  hours  are  allowed  for  this  examination. 
'    Thefirst  subject  of  this  examination  is  substantially  the  same  SB  the  foorthanb- 
ject  of  the  clerk-copyist  examination. 

Second  Svbject.— Arithmetic. 

Question  1.  The  following  table  exhibits  the  approximate  number  of  applica- 
tions for  patents,  and  the  receipts  and  expenditures  of  the  United  States  Patent 
0£Qce  during  the  years  indicated.    Required:  (1)  The  totals  of  applications,  re- 


RD   SUBJECT.-  Scale   drawing. 
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THIRD  SUBJECT.-  ShBdlTis,    and   *iM»  and  ••stlon  1 
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FOURTH  SUBJECT.-  Mechanical  drafting. 


rent,  iof 

enBeaand 
Jive  vorki: 


yixie  morki 
Question  4 
itb  o!  thai 

.as  TUdaet 


-3^^ 


,,Gooi^lc 


bures  for  the  entire  period;  (3)  the  average  nnrnber  of  applica- 
•ec-eipts,  and  the  average  eipenditures  per  year  from  1883  to 
d.  (8)  tlie  anrplns  for  each  year,  and  the  average  BniploB  during 


(l,0OT,2S_._ 

i.ise.sio.ia 

1,889,1)88.17 
l,354,i»1.2S 


copyist's  salary  is  $900  per  anaom.    He  spends  J  of  his  salary 

or  liviT^  ezpensee,  i  of  the  balance  for  clothing  and  incidental 

ves  the  remainder.    How  much  does  he  save  per  annum? 

'■all. 

xprese  in  decimals,  h  i,  i,  },  and  }, 

full. 

rhe  employfia  at  a  certain  office  anthorized  the  retention  of  one- 

alaries  for  a  beneficiary  fund.    The  fore*  of  the  office  consisted  of 

}.65  each  per  month,  31  clerks  at  $100  each,  13  copyists  at  $75  each, 

rs  at  $60  each.    What  was  the  amount  retained  per  month  for  the 


Third  Sobject. — Shading,  and  shade  and  section  lines. 

Add  to  the  iUuatration  on  the  opposite  page  marked  A  the 
necessary  shade  and  section  lines,  and  to  the  illnetration 
marked  B  shade  lines  and  shading;  shading,  and  shade  and 
section  lines  to  be  in  conformity  with  the  rules  governing 
the  mechanical  drawings. 

[NoTK.— Thia  siercise  ia  deigned  to  teat  tho  applicanfa  ability  to 
I  perteot  in  liasa  and  render  iiit«Ulsible  a  drawii^  In  DDtliue.] 


Fourth  Subject. — Mechanical  drafting. 

From,  the  sketch  on  the  second  sheet  facing  this  page,  in  ' 
-I  connection  with  the  following  crude  description,  make,  on 
-  feristol  board,  a  drawing  in  conformity  with  Rules  of  Prac- 
tice in  force  in  the  United  States  Patent  OfBce. 

[Note.— This  eierclse  Is  designed  to  teat  the  applicant's  ability  to 
..I 'mBko  mechanical  drawinga  from  Bketchee  and  spedflcaMona.] 

1  view  at  my  entire  machine  as  in  operation. 

s.  view  (top)  with  a  part  which  is  in  Fig.  3  detached, 

an  end  view  of  the  parts  shown  in  Fig.  1  and  detached  from  Fig.  3. 

em  of  reference  indicate  corresponding  parts  throughout  the  several  fig- 

ig  to  the  wworapanyii^  drawings,  A  represents  an  arbor  frame-in  which 
3d  arbor  E  Um  on  one  corner  of  the  front  end  of  frame  A  is  secured 
3.  On  tlie  other  comer  of  frame  A  is  secured  a  curved  rod  D  which 
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Berrea  asa  guide  to  rest  agsinat  sawE  and  also  serves  asft  handle  and  a  support  for 
cme  end  of  fender  F,  the  other  end  of  fender  P  being  secnred  to  a  pin  G,  winch  is 
secured  to  frame  A- 

On  arbor  B  within  t^e  frame  A  is  secnred  agrooved  pnllej  H.  On  theonterend 
of  arbor  B  and  under  fender  P  are  two  collars  I,  the  inner  collar  being  secnred  to 
Sie  arbor  B,  the  outer  or  loose  coUar  being  provided  with  threada  to  matethreads 
on  Hie  arbor  so  as  to  aecore  between  the  two  collars  an  emery  wheel  K. 

On  the  extended  part  of  frame  A  is  hinged  plate  L,  bf  means  of  hinges  T  T.  To 
plate  L  is  secured  an  upward  and  a  downward  projecting  pin  H  H,  on  which  are 
jonmaled  pnlleyB  N  K.  tlie  pina  M  M  being  eet  at  an  angle  to  Itring  the  pnlleTs 
N  N  in  line  with  the  rim  of  the  wheel  from  which  the  power  is  received,  as  shown 
in  wheel  S  of  Fig.  3. 

On  the  outer  end  of  pins  H  M  is  pivoted  clevis  P,  which  holds  pnUejrg  N  N  in 
position,  and  to  which  a  cord  or  some  device  is  fixed  to  bold  the  machine  at  right 
uglea  to  the  saw  and  to  resist  the  strain  of  the  rope  R,  as  shown  in  Fig.  l.cord 
Q  resting  on  wheel  V.  In  plat«  L  is  a  hole  W,  in  which  may  be  placed  a  support 
to  plate  L. 

B  represents  an  endless  rope  by  which  power  is  transmitted  from  wheel  S,  as 
ihown  in  Fig.  3,  around  N,  thence  over  pulley  H  on  arbor  B,  thence  back  around 
^e  otJier  pulley  N,  thence  back  to  power  wheel  S,  thns  causing  Qte  arbor  B,  with 
^imery  wheel  K,  to  revolve.  Thus  it  will  be  seen  that  the  operator,  havii^  bold 
3f  handle  C  and  rod  D.  can  raise  or  lower,  can  tip  to  the  right  or  left  by  means  of 
tiinges  T  T,  or  can  hold  in  any  desired  position  the  emery  wheel  K,  tiins  enabling 
the  operator  to  change  the  cntlang  or  grinding  point  on  the  saw  to  prevent  heati- 
ing  or  to  shape  the  teeth. 

[NSPECTOR  AND  ASSISTA2JT  INSPBCTOE  EXAMINATION.— SPECIAL. 

(Sup.  aer.  1.) 

DEPARTMENT  OF  AGBICULTrBB-BUBBAU  OF  ASIHAI.  DJDUSTBT. 


Sobject* 

Stfeht^ 

1 

For  explanation  of  the  "relative  weights,'' and  the  method  of  determining  the 
''generalaverage,"see  the  clerk-copyist  examination. 

Pour  consecutive  honrs  are  allowed  for  this  examination. 

The  first  subject  is  substantially  the  same  as  the  fourth  subject  of  the  derk- 
^ipyist  examination. 

Second  Subject. — Veterinary  anatomy  and  physiology. 

Question  1.  Through  what  passage  does  the  peritoneal  cavity  communicate 
with  the  exterior  of  the  body?    Describe  it  fully. 

Question  2.  Name  and  give  the  sitnation  of  the  most  important  groups  of  lym- 
;ihatic  glands  which  should  be  examined  for  the  detection  of  tuberculosis  in  the 
tiovine  species. 

Thibd  Smbjvktt.— Veterinary  pathology. 

Question  1.  Starting  from  a  mesenteric  gland,  in  what  directions  and  through 
Bvbat-cbannels  might  an  infectious  organism  be  carried,  and  in  what  organa  migbt 
It  finally  lodge? 


■,Gooi^i 


,t    pathological  conditions  may  be  the  c 


3  of  fluid  in  the 


,t  is  inflajnmatioa,  andtowbat  different  coDditione  may  it  lead? 
it  is  pus  m&Ae  apot,  and  bow  does  it  appear  to  tlie  naked  eye? 

Fourth  Subject. — Meat  inspection. 

ler  '^bat  general  pathological  couditionB  is  the  flesh  of  animals 

infit  for  hatnan  food? 

lere  are  the  lesions  of  bag  cholera  chiefly  found  ? 

vhat  diseases  are  lesions  found  which  may  be  mistaken  for 

avr  vrordd  the  diagnosis  be  made  by  the  meat  inspector  after  the 

'^lat  stage  of  tnbercnloeis  most  the  flesh  be  regarded  as  infected  ? 


DENT     OF     STATION    EXAMINATION.— SPECIAL,     (bnp. 


JITBD  STATES  COMMISSION  OP  FISH  AND  PISHERIES. 


Subjects. 

Relative 
weiBhtB. 

J 

30 

ation  of  the  "  relative  weights,"  and  of  the  method  of  determining  the 
JM^,"  see  the  clerk-copyist  examination. 

icntive  boura  are  allowed  for  this  examination.  Two  honrs  more  are 
each  additional  fish  culture  test.  A  competitor  will  not  be  examined 
&ve  Bnbjects  in  connection  with  the  additional  fish  cnltnre  teste. 

foarclassesof  superintendents,  as  follows:  Those  et^aged  (l)in  pond 
Tations,  (S)  in  salmon,  trout,  and  wbitefish  operations.  (3)  in  marine 

and  (4)  in  shod  and  pike  perch  operations. 

titor  who  passes  an  examination  in  any  one  of  the  above  classea  becomes 
the  class  to  wMch  the  enbject  relates,  and  a  competitor  who  paasee  an 
m  in  all  of  them  becomee  eligible  to  each  and  all  of  the  classes.  Every 
rwiUtheTefoiebepennitted  to  take  an  examination  in  any  or  all  of  the 


is  the  second  and  fourth 


,t  and  second  subjects  are  substantially  the  si 
)t  tbe  cleTk-<»pyist  examination. 

Tbied  Subject.— .AriiAmeiic. 

on  1.  The  Fisli  CkanmiBBion  required  a  pond  for  the  support  of  600  fish, 
ffhich  was  to  have  1,836  gallons  of  water.  If  the  available  ground  were  a 
Ofeetiiidiamet«T,«bat  should  be  the  depth  of  water  in  feet?  [Assume 
3 .7854.) 

ion  2,  4  Blmceway  to  a  fish  pond  was  lOj  feet  vride  and  11  inches  deep. 
ratet  passed  in  at  tbe  rate  of  B  miles  an  hour,  what  was  the  inflow  in  gal- 
iminnt«?  [IgalloD^SSl  cnbic  inches.) 
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JnestlonS.  In  57  qoarteof  wall-eyed  pike  ^ge  there  are  6,840,000  eggs.  How 
ny  good  eggs  would  there  be  in  a  batch  of  190  qnarte,  if  10  per  cent  of  the 
ole  hatch  were  unfertilized? 

Jneetion  4.  If  a  string  of  white  perch  which  weighs  48  ounces  cost  53  cents 
en  perch  are  worth  $6.46  a  barrel,  what  would  a  string  of  such  fish  weighing 
jnnces  cost  when  perch  are  worth  $7.30  per  barrel? 

^estion  5.  During  a  season  from  March  15th  to  August  15th,  inclusive,  a  com- 
ly  engaged  in  catchiug  herring  made  65  hauls  averaging  22,500  each.  The  her- 
g  were  packed  in  barrels  of  ISO  each,  and  shipped  at  a  cost  of  $1.20  per  barrel, 
other  expensee  of  fishing  averaging  $37.50  per  day.  The  herring  were  sold  for 
?5  per  barrel.    What  was  the  amount  of  profit  during  the  season? 

Fourth  Subjecti.— Geography. 

juestion  1.  Name  the  five  States  which  border  tm  the  Ohio  Biver. 

Jueetion  2.  Name  the  largest  city  on  each  of  the  following-named  rivers  or 

lies  of  water;  Lake  Michigan,  Delaware  River,  Lake  Superior,  James  River. 

Juestion  8.  Locate  the  following;  TombigbeeRiTer,Sabine  River, Susquehanna 

fer,  Yellowstone  River, 

Question  4.  On  what  river  or  body  of  water  is  each  of  the  following;  St,  Lonia, 

nisville,  Sandusky,  Omaha,  Bangor. 

}uestion  5.  Locate  the  following:    Lake  Superior,   Chesapeake  Bay,   White 

uutains.  Great  Salt  Lake,  Pamlico  Sound. 

Fifth  Subject.— Boofcfceepiw£f. 

Juestion  1.  Samuel  Bingham,  farmer,  and  Augustus  Lake,  merchant,  opened 
7  accounts  with  each  other  January  1,1893,  at  which  tiiqe  there  was  an  old  balance 
llOOdueBingham,  and  on  that  date  B.  delivered  to  L.  4turkeysat$1.25,  and  re- 
red  100  lb.  sugar  at  6  ct.    On  February  14,  B.  drew  $18.37  in  cash,  bought  a 
tbeter's  Dictionary  for  $1.75,  and  sold  L.  a  $1,000  U.  S.  4  per  cent,  bond,  market 
ue  I38f .    July  12,  L.  sold  B.  160  acres  of  land  at  $40  per  acre,  and  bought  ot 
1  on  the  20th  of  the  sune  month  a  span  of  horses  for  $1,500.    August,  13,  B. 
ight  of  L.  a  llireshing  machine  for  $574.88  and  paid  him  $2,000  incaah  and  sold 
1 1,600  bu.  of  wheat  at  $1.25  per  bu.    On  December  31,  L.  bought  of  B.  351b. 
mtter  at  80  ct.  per  lb.    The  accoimts  were  then  closed,  and  the  balance  was  car- 
1  to  a  new  account,  which  was  opened  Jauuaryl,  1804,  on  which  dateL.  sold  B.  a 
WO  17.  S.  4i  per  cent,  bond,  market  value  lllj.    March  31.  B.  deposited  with  L. 
ertified  check  for  $947.53;  and  on  November  80,  sold  him  8,000  lb.  pork 
Cash  was  paid  to  close  the  account  on  the  latter  date.    State  the  ao 
ns  from  Lake's  books  in  the  form  below,  make  proper  heading,  date  th 
1  close  the  account  in  proper  form.    (On  the  sheet  given  the  competitc 
the  debit  and  credit  account  is  given). 

SnTH  Subject; 
'ond  culture. 

'ropagation  of  salmonidffi. 
•ropagation  of  marine'species. 
^opagation  of  shad  and  pike  perch. 

□  the  four  classes  under  this  subject  questions  relating  to  the  followii 
re  asked  ;  Geographical  distribution  ;  definition  and  description  of  v 
iparation  of  food  and  methods  of  feeding ;  methods  of  reprodnctioi 
IS  of  successful  culture ;  equipment  of  station,  etc. 
be  furnished. 
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I   CXJLTXJBIST  EXAMDIATION.— SPECIAL. 


Subjects. 

sas 

! 

IS 
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a  of  tlie  '*  relative  weights,"  and  the  method  of  determimng  the 

),"  see  tbe  clerk-copyist  examinatioii. 

ve  honra  are  allowed  for  this  examination.    Two  boare  more  are 

additional  fish  cnltnre  teet.    A  competitor  will  not  be  examined 
t  aix  Bitbjects  in  connection  with  the  additional  fish  culture  testa. 
r  classee  of  fish  culturiste,  as  follows:  Those  engaged  (1)  in  pond- 
ins,  (2)  in  salmon,  tront,  and  whitefiah  operations,  (3)  in  marine 

(4)  in  shad  and  pike  perch  operations. 

who  paaeea  an  examination  in  any  one  of  the  aboye  classes  becomes 
3lasa  to  which  tbe  subject  relates,  and  a  competitor  who  passes  an 
I  all  of  them  becomes  eligible  in  each  and  all  of  the  classes.  Every 
1  therefore  be  permitted  to  take  an  examination  in  any  or  all  of  the 

2ond,  and  foorth  subjects  are  substantially  the  same  as  the  first,  sec- 
th  subjects  of  the  clerk-copyist  examination.  The  third  subject  is 
second  exercise  of  the  third  subject  of  tbe  clerfc-copyist  examination, 
xtb,  and  seventh  subjects  are  siniilar  to,  althot^h  leea  difficult  than, 
h,  and  sixth  sabjects  of  the  superintendent  of  station  examination. 


AL  FIELD  AGENT  EXAMINATION.— SPECIAL.     (Sup.  Ser.  1.) 

TJN-ITED  STATES  COMMISSIOH  OP  PISH  AND  FISHERIES. 


Subjects. 

^^tu 

Finrt^PBnminaW 

1 

1 

M 

ilttnatdon  of  the  "relative  weights,  "and  the  method  of  determining  the 

aTerage,"  see  the  clerk-copylst  examination. 

msecntive  hours  are  allowed  for  this  examination. 

ft  and  second  subjects  are  substantially  the  same  as  the  second  and  fourth 

ot  &e  clerk-copyist  examination.    The  third  and  fourth  subjects  are 
X)  tlis  corrmponding  subjects  of  tbe  snperintendent-of-station  examina- 
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Fifth  Subject. — Compilatio 


of  statixtica. 


The  competitor  is  required  to  arrange  the  following  information  in  one  tahleand 
o  compute  for  each  State  and  for  the  entire  region  the  increase  or  decrease  and 
he  percentage  of  increase  or  decrease  in  each  item. 

Prepare  a  diBCusffloa,  containing  not  less  than  350  words,  of  the  prominent  fea- 
ores  disclosed  by  the  fignres. 

In  18S0,  the  number  of  persona  ascertained  to  he  employed  in  the  fisheries  of  the 
Tew  England  States  was  as  follows:  Maine,  11,071;  New  Hampshire,  414;  Maasa- 
husetts,  20,117;  Bhode  Island,  2,310;  Connecticut,  3,131, 

Inthe8ameyear,thefollowimgcapitalwa8inv©stedintheflshingindnstry:  Uaise, 
3,37S,904;  New  Hampshire,  $309,465;  Massachnsette,  {14,334,430;  Rhode  Island, 
596,678;  Connecticut,  Jl, 431 ,030. 

The  products  then  taken  had  a  value  of  fl4,2T0,393,  apportioned  ae  follows  among  ■ 
be  different  States:  Maine,  $3,614,176;  New  Hampshire,  1176,084;  Massachusetts, 
8,141,750;  Rhode  Island,  $880,915;  Connecticut,  $1,45«,866. 

In  1889,  the  number  of  persons  employed  was  36,536,  of  which  14,139  were  credited 
o  Maine,  365  to  New  Hampshire,  17,338  to  Massachusetts,  1,7S7  to  Rhode  Inland, 
nd  3,047  to  Connecticut. 

In  the  same  year  the  capital  invested  was  $20,004,794,  as  follows:  Maine,  $3,889,893 ; 
lew  Hampshire,  $113,660;  Massachnsetts,  $13,345,339;  Rhode  Island,  $1,020,178; 
Jonnecticnt,  $3,836,834. 

The  value  of  products  was  as  follows:  Maine,  $8,111,206;  New  Hwupshire,  $88,511; 
fassachusetts,  $5,858,374;  Rhode  Island,  $935,144;  Connecticut,  $1,567,506. 

Sixth  StTBJECT.— Commereioi  fisheries. 

The  topics  under  this  subject  relate  to  fishing  appu'atus,  fishing  vessels,  varie- 
ies  and  geographical  distribntion  of  fishes,  nature  and  uses  of  various  products  of 
isheries,  etc. 

No  sample  questions  can  be  furnished. 


CAR-MESSENGER  EXAMINATION.— SPECIAL. 

UWITBD  SPATES  COMJTISSION  OP  FISH  AND  FI8HEBIE8. 


Bubjecto 

welghte' 

12 

20 

For  explanation  of  the  "  relative  weights,"  and  the  method  of  determining  the 
■  general  average,"  see  the  clerk-copyist  examination. 

Five  consecutive  hours  are  allowed  for  this  examination. 

The  first,  second,  and  fourth  subjects  are  substantially  the  same  as  the  corre- 
ponding  subjects  of  the  clerk-copyist  examination.  The  third  subject  is  similar 
0  the  second  exercise  of  the  third  subject  of  the  clerk-copyist  examination. 

The  fifth,  sixth,  seventh,  and  eighth  subjects  are  similar  to,  although  tbe  quee- 
ions  are  much  less  difficult  than  in,  the  third,  fourth,  fifth,  and  sixth  subjects  of 
he  snperintendent  of  station  examination. 
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CPXJTEB  EXAMmATION.— SPECIAL. 


Subjecte. 

Relative 
weights. 

30 

.on  of  the  "telfttive  weights."  and  the  method  of  determming  the 
ge,"  see  clerk-copyiat  examination. 

allo^red  for  this  eiamination,  seven  consecutive  hours  on  each  day. 
md,  third,  and  fourth  subjects  are  Buhatantially  the  same  as  the 
sabjects  of  the  clerk-copyist  examination,  vith  the  omission  of  the 
iee  and  the  rough-draft  letter. 

Fifth  Sdbje*?!.— ^ige&ra. 


Divide  4a^— Ba'b'-l-fta*'— (H  by  2a'— 3a*+6'. 
Find  the  values  of  x,  y,  sdA  z  in  the  equations 
ZxJf.    y-\-    %z  =  m. 
3!  — 4y  +  10  2  =  5. 
.    lOai  —  3y—  8a=8. 
,  What  is  a  quadratic  equation? 
.  Find  the  values  of  x  and  y  in  the  equations : 
a!'  +  3a!+i/  =  73  —  3a!j,. 

.  Develop  the  expression  (a  +  ar)'  by  the  binominal  theorem. 
Sixth  Subject. — Qeometry. 

1.  Define  the  following  terms:  Point,  right  line,  curved  line,  angle, 
ind  surface. 

2.  Wliat  is  the  value  of  the  snm  of  the  three  angles  of  any  plane 
Hve  the  proof. 

3.  Wluit  are  the  relations  of  the  sides  of  a  right  triangle  J 

4.  What  is  the  ratio  of  the  circumference  to  the  diameter  of  the  circle? 

5.  Wliat  is  tiie  expression  for  the  area  of  a  circle  ? 

Seventh  Subject. — Logarithms. 
>  1.  What  is  a  logarithm  ?    What  is  the  base  of  the  common  system? 
le  base  of  the  Napierian  system  ? 

1 2.  dive  the  rnle  for  determining  the  characteristic  of  the  logarithm, 
ruber,  in  the  common  system,  and  write  the  characteristics  of  the  loga- 
eOOlO'OO;  I'O;  O'OOOa,  and9-18001. 
n  3.  Find  the^/a  root  of  0'09327  by  logarithms. 

n  4.  Find  tlie  continued  product  by  logarithms  of  the  factors  0-72784, 
0-0073784,  and  0'00O73784. 
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Qnestion  S.  The  second  term  of  a  geometrical  progreesion  is  I'S  and  the  fifth 
tenu^ia  3-0;  find  the  common  ratio  by  li^arithma,  and  give  the  shortest  method  of 
finiliiig-  the  continaed  product  ot  fifty  t«rms  of  the  series. 

Eighth  Bvbjvjjt.— Trigonometry. 
Question  1.  Define  the  terms:  sine,  cosine,  tangent,  and  aecant,  and  give  signs 
in  each  quadrant. 

Question  2.  If  the  three  sides  of  a  plane  triaJigle  are  130,  140.  and  ISO,  what  are 
the  angles? 

Question  3.  Write  the  developed  expressionB  for  sine  (A  -(-  B)  and  for  sine 
(A-B). 
Question  4.  Compute  the  values  of  p.  p,  and  X  from  the  equations : 
pcoa,9coB?.  =  +  l-27183. 
p  cos /J  sin  A^- 0-98153. 
psin  (8  =-+0-89002. 

Question  !i.  Compnte  tvxnty  values  of  z  from  the  equation-, 
tan  a=fc  tan  (a  x  iff) 
where  log  fc=O-O9O01;  0=358°  0-0';  yJ=lir  33-7',  and  i  takes  all  positive  integral 
values  from  1  to  20,  inclnsive. 
{Bapidity  as  well  as  aceuracp  counts  in  the  computation  fn  this  question.) 

Spe(!IAL  Subject  for  the  Nautical  Almanac  Office  and  fob  the  Naval 
OssEKV  \toRY.— Astronomy. 
Question  1.  Define  the  terms:  mean  solar,  sideral  day,  and  mean  moon. 
Question  2.  Define  the  terms ; 

Annual  precession  of  a  star ; 
Annual  proper  motion  of  a  star ; 
Equatorial  horizontal  parallax ;  and 
Plane  of  the  meridian. 
Qneetion  8.  What  is  the  effect  of  refraction  on  the  trne  zenith  distance  of  a 
star? 
Question  4.  What  ia  the  right  asceiiston.  and  what  the  declination  of  a  star? 
Question  5.  What  is  meant  by  the  terms,  "  apparent  place"  and  "mean  place," 
when  applied  to  the  position  of  a  star? 


EAILWAT  UAIIi  SEKVICB. 

relative  weights  op  subjects. 
All  subjects  of  the  railway  mail  examination  are  not  considered  of  equal 
importance.    The  relative  importance  or  weight  of  each  subject  is  indicated  by 
the  following  table; 


Subjects. 

Weights. 

FicBt-Ortl«»Ttti.hv 

5 

Seyento-^ihvay  sud  otter  ByBtems  of  transportalion  in  "the 

ID 

For  explanation  of  the  "relative  weighte,"  and  the  method  of  det«rminlng  the 
'general  average,"  see  the  clerk-copyist  examination. 
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glc 


omra  aire  allowed  for  thia  examination, 

ible  it  will  be  seen  that  the  laM  three  subjects  are  counted  as 

tie  whole  examioation. 

>N    OF    TME   FIRST  FOCR  AND  THB  EIGHTH  SUBJECTS. 

orthography,  consists  of  the  writing  of  twenty  words,  which 
the  examiner,  similar  to  the  first  subject  of  the  clerk-copyist 
second  atibject,  penmanship,  is  marked  on  the  copying  ezet- 
L  subject,  copying,  thecompetitor  is  required  tocopy accurately 
exercise  of  about  one  hundred  and  twenty-five  words.  For  the 
ter-ijpriting.  the  competitor  is  required  to  write  a  letter  on  a 
>  given  him  at  the  time  of  the  examination,  similar  to  the  fourth 
t-eopyist  examination.  Per  the  last  subject,  reading  addresses, 
cards  on  ^rhich  are  written  fifty  names  and  addresses,  is  given 
*  and  he  is  required  to  read  them.    Speed  and  accuracy  are 

QUESTIONS  OF  THE  FIFTH,  SIXTH,  AND  SEVENTH  SUBJECTS. 

Fifth  Svbjlcy. —AHthmetie.     (Ser.SS.) 


dd  the  following,  and  from  the  sum  subtract  3! 

1,366,345,790 

7  1,375,739,775 

78  6,  94  7,  566 

77,701,178,648 

3,  7  5  6.  7  3  3 

49  7,3  45,921 

3,  1  7  8,  6  5  4,  a  1  4 


What  is  the  difference  between  the  product  of  387^  multiplied  by 
juotieut  of  877,385,265  divided  by  100,101  ? 

.  A  railway  mail  clerk  bought  a  lot  for  |1,944,  and  sold  it  for  one- 
an  it  cost  him,  thereby  gaining  40  cents  on  each  square  foot.  How 
)  feet  were  in  the  lot? 

I,  In  one  year  a  railway  mail  clerk  distributed  on  his  runs  468,640 
lU.  U  f  of  the  pieces  consisted  of  letters,  and  there  were  5  postal  cards 
lapets  for  Bverj'  package,  how  many  pieces  of  each  class  were  there? 

3.  A  railway  mail  derk  decided  to  save  i  of  hia  salary  during  one 
iBtead  he  saved  {  and  found  that  during  the  year  he  had  saved  430 
he  had  decid«d  to  save.    What  was  his  annual  salary? 

Sara  Subject.— (Jeofifrop/ty.     {Ser.  1.) 

I I.  Hame  two  Slates  crossed  or  in  part  bounded  by  each  of  the  follow- 
1  riveis,  and  give  the  capital  of  each  of  the  States  named;  Connecticut, 

Ohio,  MimiBSippi,  Miseonri. 

a  3,  Kame  the  State  in  which  yon  live  and  the  States  or  foreign  cotm- 
xliea  of  water  which  form  the  boundaries  on  two  sides  of  that  State. 
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Queetion  3.  Name  two  important  cities  on  each  of  tiie  followii^-itaiaed  rivers 
andlhkee,  and  give  the  name  of  the  State  in  which  each  of  thesecitieais  situated: 
Hudson  River,  Ohio  River,  Mississippi  River,  Lake  Erie.  Lake  Michigan. 

Qnestion  4.  Name  three  cities  on  or  near  the  Atlantic  Ocean,  one  on  or  near 
the  Gnlf  of  Mexico,  and  one  on  or  near  the  Pacific  Ocean. 

Question  5.  Name  the  State  of  the  Union  that  extends  farthest  east  and  the 
State  that  extends  farthest  west,  and  name  the  capital  of  each. 

Seventh  Subject. — Bailtoay  and  other  systems  of  tranaportdtion  in  the  United 
States.    (Ser.  1.) 

Question  1.  Name  the  three  principal  cities  of  your  State  and  the  principal  rail- 
way lines  (three,  if  there  be  that  many)  centering  in  each  of  them. 

Question  2,  Name  the  principal  railways  (not  less  than  two)  passing  throagb 
or  terminating  in  yonr  State,  and  give  five  of  the  principal  connections  (railroads 
which  are  crossed  by  them  or  t«rminat«in  thesamecity  with  them)  made  byeither 
or  both  of  them. 

Queetion  3.  Name  the  railroads  which  together  form  the  moat  direct  line  from 
your  nearest  railway  station  (give  name  of  that  station)  to  the  largest  city  in- any 
adjoining  State.     (Give  name  of  the  city  and  of  the  adjoining  State.) 

Question  4.  Name  the  railroad  or  railroads  connecting  two  of  the  moat  impor- 
tant cities  in  your  State,  and  name  ten  of  the  largest  cities  (or  imx>ortant  towns,  if 
there  be  not  ten  cities)  situated  on  thoae  railroads. 

Question  5.  Name  the  two  most  important  railway  centers  in  each  of  the  States 
of  your  railway  maU  division  (omitti:^  yoxa  own  State)  and  the  railroad  or  rail- 
roads or  steamboat  lines  connecting  each  of  those  centers  with  tlie  capital  of  your 
State. 

N.  B. — The  following  information  is  printed  on  each  sheet  of  the  seventh  sttbject: 
In  naming  railroads,  the  competitor  should  give  the  names  or  titles  bg  which  the 
roads  are  fcnoiim  in  the  current  official  railway  guides,  and  should  not  give  old  or 

Railway  Mail  Divisiona. 

There  are  eleven  (11)  divisions,  as  follows: 

First  division. — The  New  England  Statea. 

Second  division. — New  York,  New  Jersey,  Pennsylvania,  Delawa 
Eastern  Shore  of  Maryland. 

Third  (itwmon*.— Maryland  (excluding  the  Eastern  Shore),  Virginii 
ginia,  North  Carolina,  and  the  District  of  Columbia. 

Fourth  division. — South  Carolina,  Georgia,  Florida,  Alabama,  and 

Fifth  division.— Ohio,  Indiana,  Kentucliy,  and  Tennessee. 

Sis^h  division, — Illinois,  Iowa,  Nebraska,  and  Wyoming. 

Seventh  division. — Missouri,  Kansas,  Colorado,  and  New  Mexico. 

Eighth  division]. — California,  Nevada,  Oregon,  Alaska,  Arizona,  I 
and  Washington . 

Ninth  division  X. — The  through  mails  via  Buffalo,  Suspension  Brii 
and  Detroit;  the  lines  of  the  Lake  Shore  and  Michigan  Southern  R; 
the  lower  Peninsnla  of  Michigan. 


of  the  District  of  Columbia  are  required  to  select  eitht 
or  Virginia  as  their  State  when  answering  the  questions. 

f  Residents  of  the  Eighth  division  are  required  to  omit  Alaska  in  n 
tals  or  largest  cities  in  States  or  Territories  in  that  division. 

t  Residents  of  the  Ninth  division  are  required  to  use  the  States  o 
Ohio,  Indiana,  and  Dlinois  when  answering  the  questions. 

Residents  of  the  lower  peninsula  of  Michigan  only  will  be  regard 
Ninth  division. 
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JViBConain,  Nortbem  Feninsnla  of  Uichigan,  Minaesota,  North 
)ta,  and  Montana. 

*. — Arkansaa,  Loaisiana,  Indian  Territory,  and  Texas. 
OBrtion  concerning  the  scope  and  character  of  the  examination 
he  C-ommieeion  can  neither  f  nmiBb  nor  recommend  text-books 
rpiu-ation.     ]jett«raof  inquiry  on  these  points  will  be  ignored. 


INBIAN  eEBTTCTB. 

iticnu  for  the  Indian  seirloe  hsTS  been  changed  (of  the  most  part  from 
■M.  By  this  is  meant  that,  instead  ot  qoestlons  and  tests  each  as  are  f  oDnd 
iookH  in  nse  in  schools,  the  competitor  Is  given  topics  upon  which  to  write 
eBeous.  The  eeaaft  and  leaHBis  required  are  Intended  to  tert  the  competl- 
e  subject,  and  psrtlcnlarly  hla  ability  to  prepare  eierdsee  for  teaching. 


IMARY  TEACHER  EXAMINATION. 

(Ser 

1.) 

Subjects. 

Relative 
welghte. 

30 

on  of  the  "relative  weights"  and  the  method  of  determining  the 

ge,"  see  the  clerb-copyist  examination. 

itive  horn's  are  allowed  for  thia  examination. 

ion  relative  to  the  snbjecta  of  this  examination  see  the  advanced 

a  ezaminatian,  as  the  topical  and  textual  qnestions  given  onder 

ubstantiall;  the  same  as,  but  somewhat  less  difBcult  than,  the  cor- 

ijects  ot  the  examination  mentioned. 

ig  two  Bubjecto  also  form  a  part  of  this  examination : 

Sixth  Subject. — Form  gtudy. 
iter  is  required  to  write  an  essay  of  not  leas  than  100  nor  more  than 
Jie  topic  assigned.    The  following  topic  has  been  used:  "GHve,  in 
:  a  sample  lesson  in  form  study,  using  the  cube  as  a  basis," 

Tenth  Subject.— i¥a(M)-a(  history. 
titer  is  reqnired  to  write  an  essay  of  not  less  than  150  nor  more  than 
I  one  ef  two  topics  assigned.    The  following  topic  has  been  used ; 
I,  ta  fall,  that  yon  would  pursue  in  teaching  children  in  the  primary 
;le^  of  the  peculiarities  and  habits  of  the  cat." 

1  of  the  Elerenth  division  are  reouired  to  omit  Indian  Territory  in 

tale  or  latwst  cities  in  States  and  Territories  in  that  division. 

if  Indian  Territory  are  required  to  select  Oklahoma  Territory  as  their 

len  answering  questions. 

Igiana  wilt  be  regarded  as  iji  the  Eleventh  division. 
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ADVANCED  PRIMARY  TEACHER  EXAMINATION.     (Ser.  U) 


First— PeniOAuablp 

Seooud — Personal  gueBtlona... 

Third— Qrthc^rapfiy 

Fourth— Pedago^ 


,^^-«\S*t  ' 


Fifth— Art thmetio  - 


Seventh— Qeography . . . 


for  explanation  of  the  "  relative  weiglitB"  and  the  method  of  determining  the 
eneral  average,"  see  the  clerk-copyist  examination. 
fine  consecutive  honrs  are  allowed  for  this  eiaminaticni. 

First  Subject.— Penmanship. 

?he  mark  on  pemnanBUp  is  determined  by  legibility,  neatness,  and  general 
>earance,  and  by  correctness  and  uniformity  in  the  formation  of  words,  letters 
1  pnnctnation  marks,  as  shown  in  the  answers  to  tbe  qnestiona  under  the  sec- 
1  subject. 

Second  Svbject.— Personal  questiaws. 

Tnder  this  subject  questions  of  a  pergonal  character  are  asked  relatii^  to  the 
mer  occnpation,  condition  of  health,  personal  habits,  motives  for  enterii^  the 
vice,  and  qualifications,  of  competitors.  The  answers  to  these  questions  will 
marked  as  to  form,  conciseness,  pertinence,  and  construction,  but  not  as  to  the 
rit  of  the  statements  made.  All  answers  should  be  as  complete  and  yet  as 
ef  as  possible. 


)rtbc^raphy  is  marked  c 
irth  subject — jwdagogy. 


Thibd  SvBJBCt.— Orthography. 

the  spelling  and  capitalization  in  the 


FouBTH  Subject. — Pedagogy. 

'!ha  competitor  is  required  to  write  an  essay  of  not  less  than  150  nor  more  than 
I  words  on  one  of  two  topics  assigned.  The  following  topic  has  been  nsed: 
■he  chief  advanti^es  and  disadvantages  of  periodical  written  examinations  in 
1  intermediate  grades  of  school  work." 

Fifth  Subject. — Arithmetic. 

)otfa  topical  and  textual  teats  are  required  in  this  subject. 
?(^ical  teat. — The  competitor  is  required  to  write  an  essay  of  not 
:  more  than  SCtO  words  on  one  of  two  topics  assigned.    The  follow 
in  nsed:      "The  method  yon  would  pursue  in  teaching  childri 
years  ofage  a  knowledge  of  decimal  fractions." 
Vextval  test. — The  following  questions  have  been  used ; 

■-B — In  solving  problema  the  work  should  be  not  merely  Indicated,  bot  give 
how  the  answers  are  obtnined.    The  answer  to  each  problem  should  be  India 


^Tl^ecompetlt 
150  -vwordsonot 
m«*l»«d,  in  det 
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ler  A.  '^hose  aailaxj  is  $600  a  year  saves  i  of  this  amount,  and 
a.ry  is  $730  a  yeea  eavea  i  of  It.  If  teacher  A  loans  her  savinga 
mntun,  at  what  rate  of  intereet  most  teacher  B  loan  hen  to 
Lovmt  of  annual  interest? 

)  cents  a  sqnare  ysxi  what  will  it  cost  th  plaster  a  room  30  feet 
and  13  feet  high,  making  allowance  for  4  windows  3  by  6^  feet, 
8  feet  in  size? 
I  tbe -value  of  3iX^^T^-j-lS,B,  and  reduce  answer  to  a  decimal 

oannfactorer  of  jewelry  bought  10  lbs.  of  silver,  avoirdupois 
L  ponnd,  and  made  it  into  solid  silver  chains,  weighing  4  pwt.  4 
L  tbeee  at  91.7S  each.  If  the  cost  of  making  each  chain  was  60 
orlost)  on  the  transaction,  and  how  much? 

Sixth  Subject,— Geomefrjf. 

t  Is  recLtiired  to  write  an  effiiay  of  not  less  than  100  nor  more  than 
of  two  topics  assigned.  The  following  topic  has  been  used : "  The 
d,  that  yon  would  pursue  iu  teachii^  a  knowledge  of  the  terms 
Lce,  and  volxune,  to  a  class  of  pnpils  in  the  intermediate  grade." 

Seventh  SoBJSfTT.— Geography. 

IT  is  required  to  write  an  essay  of  not  less  than  150  nor  more  than 
ne  of  two  topics  assigned.  The  following  topic  has  been  used: 
letaU,  that  yon  wonld  pursue  in  teaching  pupils  from  8  to  13  years 
idge  of  the  earth's  motions  and  the  location  of  the  zones  of  climate. " 


J  Subject. — Orammar. 
marked  on  the  construction  of  sentences  tod  syntax  in  the  essay  of 

H  STTBJEtTT.— fftsfory  and  Oovemment  of  the  United  States. 

itor  is  required  to  write  an  essay  of  not  less  than  150  nor  more  than 
I  one  of  two  topics  assigned.  The  following  tepic  has  been  ased: 
n  of  the  War  of  1813  in  a  manner  intended  to  intere^  children  in  the 

gradesinastudy  of  its  history." 

Tenth  Bvsjsct.^ Drawing. 

3titDT  is  fnmished  a  sheet  of  Whatman  drawing  paper  and  is  required 
>  drawinjK  in  accordance  with  the  two  topics  assigned.  The  draw- 
ue  free-hand  and  made  with  pencil.  The  following  topic  has  been 
iw  ui  original  design,  using  the  conventionalized  clover  letrf  as  a  unit 
Describe  in  fnll  the  method  pursued  by  you  in  teaching  drawing." 

Eleventh  Subject.— American  literature. 

petitor  ia  reqnircd  to  write  an  essay  of  not  less  than  150  nor  more  than 
on  one  of  two  topics  assigned.  The  following  topic  has  been  used  ; 
thod  of  outlining  and  teaching  a  knowledge  of  American  literature  to 

primary  pupils." 
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TweLPTH  SCKJECT.— Phgaiologf  attd  hygiene. 

The  omnpetitor  is  required  to  write  aa  ensj  of  not  kas  than  190  not  moK  t 
300  words  OD  one  of  two  topics  amdgaei.  Tbe  foOcFwing  topic  has  been  ne 
"^leanstwiir.  [A jskdogT,  and  hygiene  of  reqriiationaByoa  would  explain  U 
to  *  clam  of  puials  ia  the  intermediate  grades." 


PRINCIPAL  TEACHEB  EXAMDfATION.    (Ser.  1.) 


Snbi«ct<. 

fSSS: 

Bl_.     B-™__W„ 

Total. — 

m 

FfV  ezplsnatian  <^  the  "relative  weights  "and  the  method  of  determining  the 
"general  average,"  se^^  the  clerk-ccqtyist  examination. 

Nine  consecntive  honrr  are  allowed  for  this  examination. 

For  informatioii  relative  to  ttie  snbjects  of  this  ezaminationnot  specified  below 
see  the  advanced  priinary  teacher  eiaminatioa,  aa  the  topical  and  textual,  t^sts 
given  nnder  this  head  are  snbetantially  the  aame,  bnt  somewhat  more  difBcnlt, 
than  ihe  correepondiag  sabjects  of  the  examination  mentiDned. 

The  fidlowing  additional  sabjects  are  not  included  in  the  advanced  prinutr 
teacher  exsminaticm,  bnt  form  a  part  of  thia  examination. 

FocKTH  ScBJBCT. School  management. 

The  competitor  is  required  to  write  an  essay  of  not  l«ss  than  150  ncir  more  tliaii 
30C  words  on  one  of  two  topics  assigned.  The  following  topic  has  been  used: 
"The  means  yon  would  employ  to  secure  diligence  and  careful  prepai&tion  of  les- 
sons and  strict  attention  during  recitation?  on  thepart  of  pupils  in  the  grammar- 
school  grades." 

Textb  Subject. — Naturtd  hittorg. 

The  competitor  is  required  to  write  an  essay  of  not  less  than  ISO 
300  words  on  one  of  two  topics  assigned.  The  following  tojHC  1 
"Your  method  of  impartfng  to  advanced  claesea  a  knowledge  of  tb 
acteristica,  etc.,  of  the  family  OvidcB  (sheep)." 

Thirteenth  SzBjBai.—Hethodologs. 

The  competitor  is  reqnired  to  write  an  essay  of  not  less  than  190 
300  words  on  one  of  two  topics  assigned.  The  following  topic  I 
"The  ntethod.  in  detail,  that  yon  would  puisne  in  teaching  peon 
mary  and  intermediate  pupils.'' 
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Fourteenth  Subject. — Hi$tory  of  education. 

-  is  required  to  write  an  essay  of  not  less  than  150  nor  more  thaa 
,e  of  t-wo  topics  assigned.  The  following  topic  has  been  need: 
the  methods  of  instroction  in  the  common  schools  of  the  United 
;  fifty  years," 


5UPERINTENI)BNT  EXAMINATION.    (Ser.l.) 


SubjecU.  ■ 

Relative 
welghtB. 

P                   M 

\ 
\ 

a, 

tion  of  the  ' '  relative  weights "  and  the  method  of  determining  the 

age,"  see  clerk-copyist  examination. 

Titive  honra  ai«  allowed  tor  this  examination. 

icond,  third,  serenth,  eighth,  ninth,  eleventh,  and  twelfjh  subjects 
[nation  are  substantially  the  same  as  the  corresponding  subjects 
ced  prinwry  teacher  examination.  The  fourth  snbject  is  substan- 
le  SR  the  fourth  subject  of  the  principal  teacher  examination. 

Subject.— Bierreewia  of  bookkeeping  and  commercial  arithmetic. 
»l  and  textual  tests  will  be  required  in  this  subject, 
if.— The  competitor  is  required  to  write  an  essay  of  not  less  than  150 
in  300  words  on  the  topic  assigned.     The  following  topic  has  been 
;ribein  detail  the  method  of  domestic  and  foreign  exchange." 
sf.— The  following  questions  have  been  used: 

in  fnU,  show- 


1,  On  three  monthly  ration  days  there  were  distributed  at  a  certain 
tal  of  16,140  llw.  of  flonr  and  58,050  lbs.  of  beef.  On  the  first  ration  day 
ual  montUj  rations  were  issued,  on  the  second  ration  day  450  were 

on  the  third  day  415  were  issned.  What  was  the  average  amount  of 
eet  iaaned  to  each  individual  a  month? 

2.  A  note  of  1350  due  in  six  months  at  6  per  cent  interest  was  dated 
i,  On  Augusts,  1893, it  wasdiscountedatabank  at  8  percent.  What 
roceeds  of  the  note? 

1 3.  The  aggregate  amount  of  annual  salaries  paid  the  superintendent 
ira  at  a  certain  school  was  $11,460.  Two-thirds  the  number  of  teachers 
900  per  a&nnm,  g  of  the  remainder  received  $730  per  annum,  and  the 
$900  per  annum.  The  superintendent  received  $504  more  than  i^  the 
■unt  ^  all  the  teachers.    How  many  teachers  of  each  grade  were 

1723 5 
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{iiestion  4.  During  1893,  Jamea  Watson,  a  contractor,  had  the  following  deal- 
B  with  the  Treasury  Department:  On  January  3  he  famished  2,575  lbs.  o[ 
ne  at  13  cents  a  lb.;  on  April  4,  25  doz.  gold  pens  at  $S0  a  doz.;  on  May  7, 
reams  of  letter  paper  at  $2.15  a  ream;  on  Jnly  9,  45  doz.  qta.  inkat|3.10a 
.;  on  October  30, 1,000,000  envelopes  at  11.95  a  thonsand;  and  on  December  5, 
3z.  inkstands  at  tlM  a  doz.  He  wae  paid  caeh  as  follower  On  Febroary  4, 
5;  on  April  30,  ^50;  on  Jnly  16,  $700 ;  on  November  5,  ^,300;  andonDecem- 
81  he  was  allowed  on  settlement  |45  for  cartage,  and  charged  (75  for  breakage 
L  |60  for  Bhort^e  on  envelopes.  Make  a  statement  of  this  account  in  the 
ok  below,  as  it  should  appear  on  the  books  of  James  Watsou,  making  proper 
ding  and  showing  balance,  if  any,  dne  him. 


Sixth  SvKmcTi.— Mensuration. 

'opical  teat. — The  competitor  is  required  to  write  an  essay  of  not  lees  tiian  150 
nore  than  300  words  on  the  topic  assigned.    The  following  topic  has  been  used: 
he  construction  and  use  of  the  surveyor's  compass  as  an  instrument  for  sor- 
ing." 
'ectwU  test.— The  following  textual  questions  have  been  used: 

B— In  aolvlag  problams  tlia  work  should  be  not  marely  indicated,  but  given  In  fall,  on  the 
it.  Showing  how  the  answers  ore  obtained.  The  answer  to  each  problem  shonld  be  Indicated 
rriting  "Ang."  after  it. 

luestion  1.  How  many  fruit  trees,  planted  30  feet  apart  each  way,  will  be 
uired  to  plant  10  acres  of  land  in  the  form  of  a  square,  allowing  10  feet  margiQ 
jach  side  between  the  boundary  of  the  land  and  the  flrat  row  of  trees? 
•neetion  2.  At  40  cents  a  cubic  yard  what  will  be  the  cost  of  buUding  an  em- 
kmentSOOftlong,  10  ft.  high,  8  ft.  wide  on  top,  and  32  ft.  wide  on  the  bottom, 
two  sides  sloping  uniformly  from  the  top  to  the  bottom  ! 

Tenth  Subjectt. —Jnd«s*rtal 


be  competitor  is  required  to  write  an  essay  of  not  less  than  150  nor  more  than 
words  on  one  of  two  topics  assigned.  The  following  topic  has  been  used: 
our  views  as  to  the  proper  selection,  care,  and  management  of  a  herd  of  twenty 
!le  at  an  Indian  school  farm." 


MATRON  EXAMINATION.  (Ser.  1.) 


Sabjeota. 

^^tl^. 

I 

ID 
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ion  of  th©  "  relatiTfl  weights "  and  tlie  method  of  del 
vg&,"  Bee  the  clerk-copyist  examination. 
itdve  lionra  are  allowed  for  this  examination. 

First  Subject.— ftremansftip. 
I  -wUl  be  marked  on  the  exercise  of  the  second  subject. 

Second  Subject. — Periotuil  questions. 
H    qTiestions  are  nmilar  to  those  in  the  advanced  primi^  teacher 

Thibd  SVB3BCT.— Orthography. 

ly  will  be  marked  on  the  exercise  of  the  fourth  subject. 

FODBTH  Subject,— Domestic  economy. 

ititor  ifi  required  to  write  an  essay  of  not  less  than  150  nor  more  than 
1  the  topic  asa^^ed.  The  following  topic  haa  been  nsed:  "  Hake  an 
he  kinds  and  amount  of  kitchen  utensils,  dishes,  table  linen,  towels, 
ry  in  an.  Indian  school  of  one  hundred  pnpils." 

Flpth  Subject. — Ke^dng  acarwat::. 


been  used: 

mnary,  1898,  a  matron  at  an  Indian  school  received  and  issned  the  toi- 
pliee :  On  Jan.  2  she  received  600  lbs,  beef,  valued  at  S  cents  a  ponnd ; 
IT,  at  $4.10  a  barrel;  50  lbs.  coffee,  at  30  cents  a  pound;  ISO  lbs.  rice,  at 
otiikd;  and  200  11«.  bacon,  at  8  cents  a  pound.  On  Jan.  4  she  issoed 
f,8bbls.flt>nT,  and301bs.coSee..  On  Jan.  10  she  Isstied  50 lbs.  bacon 
Tica.  On  Jan.  16  she  received  40  bn.  potatoes,  at  60  cents  a  bosbel; 
■,ac,  at  61  cents  a  ponnd;  400  lbs.  meal,  at  3  cents  a  ponnd;  SO  Iba.  evap- 
:hee,  at  15  cents  a  pound;  and  6  doz.  cans  tomatoes,  at  $1.10  a  dozen. 
she  issned  300  lbs.  beef,  100  lbs.  sugar,  and  10  lbs.  coffee.  On  Jan.  35 
10  bn.  potatoes  and  300  lbs.  meal.  Allowii^  the  same  prices  for  goods 
eceived,  mate  in  the  form  below  an  itemized  statement  of  the  entries 
t  ehoold  appear  upon  the  matron's  ledger,  making  proper  heading  and 
he  tAteA  value  of  the  provisions  in  her  custody  on  Jan.  81. 


Sixth  Subject. — Nuraery  management. 

Dmpetitor  1b  leqoired  to  write  an  essay  of  not  lees  than  150  nor  more  than 
te  on  Uke  topic  asogned.  The  following  topic  has  been  nsed :  "  Some  ot 
seg  that  render  children  peevish,  fretful,  and  Irritable,  and  anggeet  the 
B  that  jou  wonld  use  to  remove  these  oausea." 
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PHYSICIiij  EXAMINATION.    (Ser.  1). 


BnbjectB. 

Firet— LetlBr  wrltdug 

Second— Anatomy  and  phyBioloiry - 

Tblrd—ChemlstiT,  mKiena  medics,  and  therapeatlcs 

Poartb— General  pathology  and  theory  and  practice  of  medidne. 

Sixth— He^cal  jari^radeDce,  tiuclcoiogy,  and  hygiene 

BeveDth— Obatelrios 

Tot»I 


For  explanation  of  the  "  relative  weighta"  and  of  the  method  of  determining  the 
"general  average,"  see  clerk-copyist  examination. 

Seven  consecutive  honra  are  allowed  for  this  examination. 

The  fir&t  snbject  is  anbatantially  the  same  as  the  fourth  subject  of  the  clerk- 
copyist  examination. 

Second  StJBjBcr. — Anatomy  and  phyelologg. 

Question  1.  Give  the  relations  of  the  popliteal  artery  with  respect  to  vessels  and 
nerves  throughout  its  course. 

Quration  3.  Give  the  origins  and  attachment  of  the  biceps  muscle  of  tiie  arm. 

Question  8.  Of  what  is  the  nlnar  nerve  a  branch,  and  what  is  its  position  at 
the  elbow  joint? 

Question  4.  What  is  meant  by  the  glycogenic  function  of  the  liver? 

Question  5.  What  fermentation  do^  the  urine  undergo  after  beii^  voided? 

Thikd  Subject. — ChemUtry,  materia  medico,  and  therapeutics. 

Question  1 .  How  many  oxides  of  sulphur  are  there  and  what  acids  do  they  form 
withwatOT? 

Questions.  What  is  iron  met  chemically? 

Queetloa  8.  To  what  class  of  medicine  does  aconite  belong,  and  what  is  the  dose 
of  the  tincture  ? 

Qnestim  4.  What  is  tartar  emetic  chemically  ? 

Question  5.  Oive  tlte  treatment  for  pleurisy. 

POORTH  S0BJECT. — Oenerol  pathology  and  theory  and  practice  of  medicine. 

Question  1.  Define  intussusception,  ita  symptoms  and  treatment. 
Question  2.  Give  the  difiEereutial  diagnosis  of  rubeola  and  scarlatina. 
Question  3.  What  is  the  exciting  cause  of  scabies  ? 
Question  4.  Give  the  stages  of  intermittent  fever. 
Questions.  What  is  dysentery? 

Fifth  Subject.— Surgery. 

Question  1.  How  should  the  stump  of  an  amputated  limb  be  dressed  ? 

Question  2.  Describe  the  process  for  the  reduction  of  a  dislocation  of  the  shoul- 
der joint. 

Question  8.  Give  the  differential  diagnosis  of  a  dislocation  of  the  elbow  joint 
(md  a  fracture  just  above  the  joint. 

Question  4.  What  is  a  cold  abscess? 

Question  5.  Describe  the  method  of  plugging  tne  nares  for  the  relief  of  profuse 
epistaxis. 
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Sttbjkct. — Medical  Juriaprudence,  toancology.  and  hygiene. 

Sovr  ca.li  the  diSerence  be  detennined  between  a  bum  produced  by 
L  a.  Bcald  'by  boiling;  water? 

Give  the  cliaract«riHtic  features  of  acute  poisoning  by  phosphorua. 
"Whait  disease  does  trichiniferons  pork,  when  need  for  food,  pro- 
in  so  used,  what  means  can  be  adopted  torender  it  innocnous? 

SBVBtTTH  SvhJECrt.— Obstetrics. 

What  is  the  principal  danger  to  the  child  during  labor  in  a  breech 
and  -what  Bhoold  be  done  to  reduce  the  danger  to  a  minimum  ? 
.  What  is  placenta  prsevia,  and  its  special  concomitant  dar^r? 

SDPPL&HENTARY  STATEMENT. 

..  Did  yon  ever  study  medicine? 


ir  practice  medicine? 


ong? 
3.  What  other  qualifications,  acquired  either  by  edocatiov  ^r  ezpe- 

'6  you  for  the  position  of  physician  in  the  Indian  service! 


I 
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